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‘PITTSBURGH 


Are you FAILING 


Here is the extra dictation practice you 
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Look What Users of 


Shorthand and 


Dictation Discs 
Say About Them! 


“These records 
have helped me 
secure a much 
better position 
than I had pre- 
viously."’ 

MRS. R. L. HENDERSON 
Portland, Maine 


a teacher of Gregg 
Dictation 




















YOUR SHORTHAND IS 
YOUR INCOME 








These Giants of American 
Industry Use Dictation Discs 
In Their Training Program 
Prudential Insurance Co. 

Western Electric 


ons bo 
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Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.” 


General Electric 
Eastman Kodak 


THESE LEADING BUSINESS SCHOOLS and 
COLLEGES USE DICTATION DISCS 





ke to use records for my 


MISS BETTY BURNS 
Route 1, Box 69 
Valdese, No. Car. 


two days.” 


CAROL WETZEL 
Dayton, Ohio 





nd classes...I find 
ition Disc Com- 

is fit my needs 

ce and speed 


MRS. VIRGINIA RANKIN 
Twin ®ridges, Mont. 








5 


> 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a, test 
and had an excellent 
steno position within 


ABILENE CHRISTIAN 
COLLEGE 

Abilene, Texas 
ACTUAL BUSINESS 
COLLEGE 

Akron, Ohio 
ADELPHI BUSINESS 
COLLEGE 

Miami, Florida 
AMERICAN INSTITUTE 
OF BUSINESS 

Des Moines, lowa 


BRIGHAM YOUNG UNIV. 


Provo, Ufah 

COLLEGE OF 

WILLIAM & MARY 
Williomsburg, Va. 
COLUMBIA UNIVERSITY 
New York, N. Y. 
CARNEGIE INSTITUTE 
OF TECHNOLOGY 
Pittsburgh 13, Pa. 


HILL'S BUSINESS UNIV. 
Oklahoma City, Okla. 
HUMBOLDT STATE 
COLLEGE 

Arcata, Calif. 
ILLINOIS WESLEYAN 
UNIVERSITY 
Bloomington, III. 
INDIANA STATE 
TEACHERS COLLEGE 
Terre Haute, Ind. 


MONTICELLO COLLEGE 
Godfrey, III. 


NAMPA BUSINESS 
COLLEGE 

Nompa, Idaho 
SUSQUEHANNA UNIV. 
Selinsgrove, Pa. 
TRI-STATE UNIVERSITY 
Toledo, Ohio 


Unietation 
Disc Co. 


UNIVERSITY OF AKRON 
Akron, Ohio 
UNIVERSITY OF 
CONNECTICUT 

Storrs, Conn. 

UNIV. OF ILLINOIS 
Urbana, III. 

UNIV. OF MARYLAND 
College Park, Maryland 
UNIV. OF PUERTO RICO 
Rio Piedras, P. R. 
UNIV. OF TENNESSEE 
Knoxville, Tenn. 
UNIVERSITY OF TULSA 
Tulsa, Okla. 


AND MANY OTHERS 





GUARANTEE 


Tempo Aircraft 
National Carbon Co. 
International 
Correspondence School 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. PLUS MANY MORE 


yrds are U NC ee ALI rs 
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170 Broadway, New York 38, New York 











:. SHORTHAND? 


u need to “Sfttp ann get passing marks! 


Ly miss out on promotions and better-paying jobs 
because your shorthand is just so-so. Use the tested, 
result-producing DICTATION DISC SYSTEM—the sys- 
tem that helps students get better marks ...secretaries and 
stenographers more money. Thousands are now using this 
effective method to help increase their shorthand speed. 
You can do the same in the comfort and privacy of your 
own home. 
Practical, Down-to-Earth Material Builds Speed FAST! 


All the words and phrases commonly and frequently used 
in general run of office dictation are included in Dictation 
Discs. ‘““Takes’ have been carefully chosen for variety of 
vocabulary and material so that each one offers a new 
challenge ...a varied change of pace. Dictation Discs in- 
clude the most diversified selections of every conceivable 
type of business letter that you’ll come across in any branch 
of business and industry. 


Dictation Discs Hailed Best by World's Shorthand Champion! 


William Cohen, world’s shorthand champion, who writes 
280 wpm for 5 minutes says: “The very precise and clear 
manner in which Dictation Discs are dictated makes easier 
the climb to greater shorthand speed.” 


Here’s a sure-fire way to improve your skill—put an in- 
valuable training asset at your command—planned repe- 
tition practice. You get tried and tested instruction that 
builds speed, just as though you were in the classroom with 
your teacher...eases practice chores...prepares you for ex- 
aminations...familiarizes you with varied subject matter 
...provides rhythm and poise. Improvement is rapid under 
a method that’s designed to develop the all-important 
“automatic reaction” in your shorthand technique, to make 
your hand as quick and sure as your ear! No wonder 1,970 
leading schools throughout the United States now use and 
recommend Dictation Discs. 


Send No Money! Mail The Coupon Now! 


To get the Dictation Discs you want—send no money 
now. Simply check the ones you want in the coupon and 
mail it at once. When your records arrive pay the low price 
indicated plus C.O.D. and handling charges. Or enclose 
cash, check or money order now and we will ship your 

in records postpaid. Either way—Dictation Discs MUST do 
everything we say they will or you may return them for 


o} 1S ae eiieng- Vile), maelb ia 
RECORDS OFFER YOU 


ALL THESE BENEFITS! 







1) Only Dictation Disc 45 rpm Exz- 
tended Play gives you a full 15 
minutes dictation on each record. 


Only Dictation Discs has short- 
hand dictation on all 3 phono- 
graph speeds. First to put dic- 
tation on 45 rpm—first and only 
with dictation on 33% Long Play. 


All letters separated by Indi- 
vidual bands for easy (visible) 
selection on the records. 


There is no duplication of mate- 
rial on any record. 


Dictation Discs contain the 
largest selection of shorthand 
speeds, from 40 wpm to 250 wpm. 


© Dictation Discs have the largest 
variety of different voices on all 
its records. 


Dictation Discs are recorded 
and manufactured by the R.C.A. 
Victor Custom Record Division. 


™* 8) Dictation Discs are pressed on 
B unbreakable vinylite for clarity 
and longevity. 


Absolute money back guaran- 


t © tee (for any reason whatsoever) . ? 


15 minutes dictation 
on each 45 rpm record 





45 minutes dictation 
on each 33'/; LP record 











: 4 ASK YOUR TEACHER ABOUT THE 
A ADVANTAGES OF USING PHONOGRAPH 
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full refund. Mail the coupon now. 10 minutes dictation RECORDS FOR HOME DICTATION PRACTICE. 
m on each 78 rpm record 
ec wee a ee ee ee ea ee i es ee ee es ee ee eee ee 
i Set No. 47—45 rpm 
1 DICTATION DISC COMPANY 45 RPM $1.75 ea. (cont'd) 4 records—$1.75 eo. 78 RPM $2.00 ea. (cont'd) 1 
| Set No. 44—45 rpm a na Style Stetation Set Ne. 63—78 rpm l 
No, 23 * ti , wit 
| Dept. TS-2, 170 Broadway, 6 eemtenGte oo. O No. 24 pice ow Ma ; 3 cecarde--G8.08 en. | 
DO No. 13. 100 & 110 O No. 25. interruptions & ONo. 7. 110 & 120 
| New York 38, N. Y. HAE 4 4-- 0 No. 26. insertions). thE EH ! 
"}] No. 15. 3 we }? 4 ) : 
l 1) No. 16. 120 & 130 C) Complete Sot—-$5.75 C) Complete Set—$5.25 I 
1 Please send me the records indicated. On arrival I will pay Complete Set—s5.75 pth Fm Hie taal | 
! ! price indicated plus COD and handling charges. I must be [—] Complete Course on _— sweyys aoe Om. Seaees 9 i 
. ° NO, Sl. . 
delighted or may return record(s) in 10 days for full refund. | 5~ 45 "pm-,inctudes Sets] 5 No. 32: 90 & 100 business letters from 
y Y - “: O) No. 33. 100 & 110 0 wom. 
| ca, [eimeceetts omit | BRS. H Nee ie [Comumte Hie 
ity (1) I enclose full payment now, please ship*records postpaid. | pusiness tetters— CD Complete Set—$5.75 
| 25,000 words—dictated Set Ne. 51—45 rpm 33'/, L.P. $5.00 ea | 
| a by 5 instructors. 4 records—$1.75 ea. 1 
| Aeeneeeeecereeneeeeeeeneneeerenses eens eneererneeeenenseeeeeeee reseeeseeeeeeenseecsseenseseeeseessseneseseseresesseeeessenessnsesecsseesesesecseees Complete $19.50. Medical Dictetion Set Ne. i—33', uP " 
D No. 35. 80 & 90 2 d 5.00 ea. 
| OC No. 36. 90 & 100 a | 
STITUTE cs slssieiuiagiecteetceinebinesnseie coaikaisinllaiievigabtaaaee caidaaldaiiandansiaialdbaiatiiialaassaiaieal Set No. 45—45 rpm 0) No. 37. 100 & 110 D No. 1. 60, 70, 80, 90 
l 4 records—$1.75 ec. DD No, 38. 110 & 120 [}] No. 2. 70, 80, 90, 100 I 
ont | one ae _— Brief Forms & Phrases DC Compiete Set—$5.75 C) Complete Set—$4.75 1 
EE TAT ON - 
| eoeccccccesscsccocccccssccccoqocooccsscconccoooeccosecoos [) No. 17. 40 & 60 | 
[J No. 18, 70 & 90 78 RPM 2 e 
Oey Baneten Set Mo. 7223, P| 
; ORDER COMPLETE SETS AND SAVE UP TO 18% 2%». . #0 & 50 Set No. 61—78 rpm 2 vecorde—$5.00 oe. = 
C) No. 20. 50 & 60 3 records—$2.00 ea. 1 No. 3. 90, 100, 110, 120 
! 45 R.P.M. $1.75 each Se ee C No. 1. 60 & 70 O No. 4. 106, 110,120,130 | 
| dalle C) No. 2. 70 & 80 0) Complete Set—$a.75 " 
O No. 3. 80 & 90 : 
Set No. 41—45 rpm Set No. 42—45 rpm Set No. 43—45 rpm Set No. 46—45 rpm 0) Complete Set—$5.25 
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THE PITTSBURGH STORY— 
from the angle of TODAY'S SECRETARY. 
This month we have an appointment 
with Barbara Grimm, pretty 

young secretary at Allegheny 
Ludlum Steel Corporation. 


We take a look at her life— 





in and out of the oflice—-her 
wardrobe. her beauly problems. 
The result: Barbara has become 
something of a celebrity at 
\llegheny note the receptionist 


checking on the latest details. 


VIR. BOSS’ OFFICE... 

yout phone. vou boss. your 
words. How do others react 
when they hear your 

“Voice at the End of the Line”? 


AUTHOR IN ACTION 
Poooy Rollason. bright star of 


our monthly “How To” series. gets 





the latest information for her next 


article. Februarvy’s problem solved— 


that can-be-diflicult, photo assignment. 


) 





TODAY'S 
ECRETARY 


FEBRUARY 1958 Volume 60, No. 6 


® Departments 

NOTES AND QUOTES, 5 

ASK THE EXPERTS, 6 

HOW TO: HANDLE A PHOTO ASSIGNMENT, 9 
SECRETARIAL BOOKSHELF, 10 

VIEWS FROM THE FRONT OFFICE, 11 

THE HUMAN SIDE: THE BOSS AND YOU, 18 
WORDS CAN BE TEASERS, 20 

ON WINGS OF SHORTHAND, 41 

OFFICE SHOPPING CENTER, 53 


® Features 

THE ROARING GIANT, 13 

APARTMENT FOR ONE, 21 

SIGHT AT THEIR FINGER TIPS, 25 

10 WAYS TO HELP YOUR BOss LIVE LONGER, 27 
THE VOICE AT THE END OF THE LINE, 28 


® Fashions and Beauty 

GOOD LOOKS COVER, 33 

A VERY SPECIAL LOOK, 34 

FINGERS AND FIGURES, 36 

rODAY’S SECRETARY GOES SHOPPING, 38 


® Shorthand 

LEGAL TERMS (Part 2) IN GREGG SIMPLIFIED, 17 
FLASH READING: THE CAREER LOOK, 24 
PLAYMATE, 26 

WANTED: SECRETARY TO GENIUS, 30 

FILE AND FORGET, 56 


® Secretarial Skill Building 

SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS, 42 
rYPEWRITING ARRANGEMENT: JUNIOR AND SENIOR OAT TESTS, 43 
rYPEWRITING SPEED: COMPETENT TYPIST TEST, 44 

rRANSCRIBING SPEED PRACTICE, 45 


é 
* 
Bac 





ON THE COVER: Barbara Grimm of Pittsburgh 
in an outfit to wear anywhere. Her navy 

blue suit has a short, unfitted jacket, 

slim skirt. By Richard Kolmer. 869.95. 

The right accessSortes Betmar’s perky 

white hat. Jana’s leather bag, De Liso’s 

blue pumps, pearl strands by Richelieu. 

{ll at Kaujmann’s in Pittsburgh. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, topay’s secretary, 330 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 

Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St.. New 
York 36, N. Y. 
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secret 
of 
carbon copy 
perfection — 
the new 


NT. YY Ee 


This is the excitingly new ‘‘feel and write’’ in carbon paper. 

Smudgeproof both to fingers and copies under normal handling, 

BEAUTYRITE produces up to 15 copies at one typing—and each 
is clear, crisp and ‘‘original-like”’ in its appearance. 

You'll see and feel the wonderful difference the first time you 
use BEAUTYRITE. For free samples fill in the coupon. 

Rlemington. Fland 

DIVISION OF SPERRY RAND CORPORATION 


February, 1958 


Remington Rand, Room 1249 
315 Fourth Avenue, New York 10 


Please send me free samples of BEAUTYRITE 
NAME 
FIRM 


ADDRESS 








We file and find with 
SMEAD’S COLOR CODED 
TELL-I-VISION SYSTEM 


REG. U.S. Pat OFF. 


Modern Business Requires a 
Filing System That Is . . . 
EASY TO LEARN 


a. A minimum of rules to master. 

b. Instructional materials to permit self- 
instruction. 

c. Simple, logical arrangement of guides 
and folders. 


SPEEDY TO OPERATE 


. Direct filing and finding — without 
resort to cross indexing. 

b. Simple system of sub-divisions. 

c. Visibility of guides and folder tabs 
for speedy reference. 

d. Color signal system to speed filing 
and finding. 

e. Numbers to guarantee faster “put 
back.”’ 


GROWS AS NEEDED 


. Easy addition of individual folders. 

b. Ready expansion to additional drawers 
and cabinets. 

c. Provision for sub-classification to meet 

special needs, such as multi-colored 
folder labels. 


FLEXIBLE 


. Speedy processing for routine matters. 

b. Ready adaptability to meet special 
problems, 

c. Provision for both frequent and in- 
frequent correspondence, 

d. Possibilities for simple, effective cross- 
reference. 





How to Select 


a Good Filing System 


Filing CAN BE SIMPLIFIED by careful selec- 
tion of the “right’’ system. When you choose 
the filing system to fit your problem, use the 
check lists on the left. 


Smead’s Tell-I-Vision System is the result of 
engineered design based upon a comprehensive 
study of business requirements. 


SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 


THE SMEAD MANUFACTURING CO., INC. 
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More Older Women. 
women over 35 has more than doubled=--now exceeds 


...oince 1940 the number of working 


13 million. In 1956, 1 out of every 3 women over 35 
was working; they now comprise a distinct major- 
ity--3 out of 5 of all women working. The number 

of wives on the payroll is growing, too--those over 
35 outnumber younger women by 2 to l. All indi- 
cations are that women tend to return to their jobs 
after home responsibilities decrease. 


Executives Going Up.... According to the American 
Management Association, top management salaries 

went up an average of 5.1 per cent last year. 

Half the 35,000 executives covered received raises-- 
bonus incentives or profit-sharing plans went to 
about 58 per cent. Retirement-fund contributions 
averaging about 10 per cent of salary were made 

for three-fourths of the men. 


Come East, Young Ladies.... By comparing surveys 

run in many cities, the Office Executives Associ- 
ation found that most clerical jobs in New York 

City drew higher pay for shorter hours, plus added 
compensation in the form of liberal time-off policies. 
Only in New York do the majority of companies use a 
35-hour work week, give a minimum of 10 paid holidays 
a year, allow a week's vacation after six months’ serv- 
ice, and have at least 75 per cent of the offices air- 
conditioned. 


But....IThere's definitely something to be said for the 
West, too. The National Office Management Association, 
after a survey of office clerical Salaries, discovered 
the highest average, $85 weekly, could be found in the 
western United States. Private secretaries in Beau- 
mont, Texas, can command $105 a week; even the 
lowest paid in Columbia, Missouri, and Spartanburg, 
South Carolina, make $64 a week. 


SPOTLIGHT ON WOMEN IN THE UNITED STATES, available 
from Superintendent of Documents, Government Printing 
Office, Washington 25, D. C., includes information 
on qualifications, earnings, and hours for those in- 
terested in careers aS secretaries, stenographers, and 
typists....eMISERY HAD COMPANY last fall. In the week 
ending October 19, there were 12.2 million new cases of 
upper-respiratory infections, marking the height of 
work hours lost. The next week there were only 10 
million new cases, and now things are pretty much 
back to the normal number of sniffles....UNEMPLOYMENT 
continues to rise, with the figure between 3% and 4 
million in late December. 


February, 1955 











Stenograph is the machine way in short- 
hand. Words are written by sound, in 
plain English letters, or combination of 
letters. These printed notes never get 
“cold.” 


You can read the actual Stenograph 
notes below. Just read across—one word 
to each line: 





P E G 
H A 
A 
P E T 
K A T 
S H E 
K A L S 
T H E 
K A T 
S P 8) T 





These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 


STENOMa aN: 


Stenographic Machines, Inc., Dept. T-258 
318 S. Michigan Avenue 
Chicago 4, Iilinois 5: 


Gentlemen: Please send more infor- I 
mation about Stenograph machine shorthand 


Name 

Present Position 
School 

Address 


City —— . Zone 


State speniinaandianeenne 














uw 














BEWARE 


of buying any dictionary 
said to be 
“lust as good’’ as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster's New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster's New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 


Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


6 
 Wtevuam-Webslir 
REG. U. S. PAT. OFF. 


G. & C. MERRIAM CO., Springfield 2, Mass. 
6 








Ask the Experts... 





Q. Is it ever correct to use Dear Sirs as 


a salutation? 


{. In this country today, the salutation 
Gentlemen has almost entirely superseded 
the older Dear Sirs in business correspon- 
dence. In very formal governmental or 
diplomatic 
word Sirs is correct. 


correspondence, the single 


Q. What is the best way to type a whole 


number and a fraction? 


A. The most common way to type a 
whole number and a fraction is: 8 5/6. 
There is. however. no one rule 





except 
that they should be typed in such a way 
that the information will be clearly under- 
stood. The 4-and-l4 key is very handy 
when only these fractions are typed. But 
when other fractions occur in the same 
letter, you are absolutely correct in mak- 
ing them uniform in construction (1/2 
and 1/4, for example). 





Q. Please tell me if it is necessary to in- 
clude Esquire when addressing a letter to an 
attorney. 


A. No, it is not necessary to include it. 
Esquire is sometimes used in the United 
States after the names of distinguished 
attorneys—this is merely a courtesy. not 
a requirement. Remember, if Dr., Mr., 
or a similar title is used before a name, 
Esq. is never used after it. 


I am employed by a banking institution. 
Our letterheads are printed in blue, so most 
of our typewriters are equipped with blue 
ribbons. I have an electric typewriter and 
have been using black carbon ribbon, but 
I would like very much to use a blue ribbon. 
Since I often prepare mortgages, contracts, 
and other legal papers, I was wondering 
whether or not it would be proper to use 
a colored ribbon on legal material. 


A. There is nothing in the law. as far as 


we know, that dictates the color of type to 
be used on legal papers. It is, of course, 


possible (but highly improbable) that a 
local regulation would indicate black as 
the accepted color. Good taste would rule 
out mixed colors (red and green, for 
example) on legal papers. But most peo- 
ple would not find fault with black or 
blue. Remember. however. that when a 
paper is photocopied, black type repro- 
duces better. 





QV. We hen filing the names of husband and 
filed 


first if the first name of his wife is not 


wife. should the hushand’s name be 


This would be done on the basis 
of Mister coming before Mistress. 


known? 


A. If the wife’s first name is not known 
and cannot be obtained, you are correct 
in filing it behind her husband's name for 
the reason you give. Of course, if the 
wife’s first name is known, her name 
should be alphabetized according to her 
first name: the titles Wr. and Mrs. should 
not be considered. 

The rule is: In individual names, if not 
possible to determine the given name, the 
middle name, or their abbreviations, in- 
dex and file as written. 


Q. Should a singular or a plural verb fol- 


low the expression majority of 7 


A. After the expression majority of, a 
singular verb should be used when a sin- 
gular noun follows of; a plural verb when 
a plural noun follows of. For example: 
1. The majority of his class is going to 
college. 
2. The majority of the items have been 


sold. 


Q. Is it in good form to type the names 
of states in all capitals when addressing an 


envelope? 


A. There is no doubt that typing the 
names of states in all capitals is a great 
help for the postal clerks who must sort 
the envelopes. It is, however, by no means 
required. 

It would not be correct to say that typ- 
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Business English 

Secretarial Practice 
Business Law......... 
Bookkeeping ........ 
Typewriting ......... 
Business Arithmetic 
oS ee 
FOE 3. 2cbweeGhewsns 


E. Lillian Hutchinson 


. Madeline S. Strony 


R. Robert Rosenberg 
J Marshall Hanna 
Alan C. Lloyd 


Vivian W. Kline 


Charles E. Zoubel 
VN. Mae Sawyer 





ing the state name in all « apitals is in bad 
form: indeed, it is in very good form. But 


carbon paper 


the postal clerks are usually so pleased 
to have any address typewritten that it 


akes little difference to them whether 
] 


he ade is or is not typed in all | \ | KC VTE 


QO. 1 would like to know the correct order 


for placing the following notations at the 


sotlom ota letter: reference initials carbon 


and ene losure 


fl Notations should be plac ed in the fol- 
owing order at the bottom of a letter: (1) 


reference initials. (2) enclosure, (3) car 
hon copy. An easy rule to remember for 
placement of closing notations is that 
they appear in the order of their fre- 
quency in letters, and the postscript is al- 
ways the last notation. Because of its im- 
portance, the postsc ript should stand out 
from the rest of the letter—it should be 
typed at least two lines beneath the pre- 













| 

vious closing notation. 
ANNOU NG 

“the new typewriter ca carbon tht s the ; 

® ‘ 


Q. Should Junior be used in a man’s name 
after the death of his father? Would its use 


or disuse have any le gal significance “ 


cleanest copies ever,plastic-b 





A. Whether Junior is used after the 
death of the father has no legal signifi- 


You'll spot the difference the moment you hand 
copies. No smudge, no smear, ever. 


WU-KOTE carbon 


cance. The law states that “a person may 
use any name - providing it is not used for 


Reason? An all-new printing press principle used in NU-KOTE’s 
plastic sponge base. Outlasts ordinary carbons 3 to 1 with clear, sharp 
centile lies, sn it emnnnn a ede dele copies from first to last. And NU-KOTE, made in one grade, hanlles 
certificates. service records. and many all copying jobs, for all typewriters, manual and electric. . 


oiner leg; cume ~ 
ther legal documents. SEND FOR FREE NU-KOTE SAMPLE: Write Dealer Sales Dept. 


Burroughs Division, Burroughs Corporation, Detroit 32, Michigan. 


an illegal purpose. 


Many men preter to use Junior through- 


Q. Is it permissible to use the word at- 
tendee when referring to a person who 


attends a meeting or conterence7 
A. The suffix ee. indicating the recip- 


lent of a specified action or benefit 
(mortgagee), or a person in a specific 


Buy it wherevervyou see this sign 


condition (employee), is being increas- 








ingly used to manufacture words that 
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I Dee a 


‘ Here's why | 
i ask fers. 
SEA POA BOLD 
' for’ Lightweight ! 
‘ SECOND SHEETS =! 








s 


1 e More legible copies 
each typing 
(I've made as many as 13 
copies at one typing) 


-_ Easy to handle 


... files compactly 


For all its light weight, 
SEA FOAM has the strength and 


body to stand up in the file, 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
Dept. T-2 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 





have now yei found their way into the 


When estab- 


lished word that gives the meaning in- 


dictionaries. there is an 
tended, however, we suggest it be used. 
Therefore, we 
tendee. 


prefer conferee to alt- 


Q. I very 


copies of a letter to the same person. H hat is 


often must send two or more 
the recommended method of indicating this 
when special mention of the duplicates is not 


stated in the body of the letter? 


A. The usual way of indicating that a 
person is to receive two copies of a letter 
is to type Jn Duplicate at the foot of the 
letter. This notation should be placed two 
or three spaces below the identification 
initials. Such a position will make it 
prominent enough to be quickly 
easily noticed. 


and 





Q. Is it correct to address a letter to one 
person and include an attention line to an- 
other person? Is the salutation still to the 
addressee? 


A. Yes, it is correct to write to one per- 
son and include an attention line to an- 
other—the salutation is still to the ad- 
dressee. The purpose of the attention line 
is to bring the letter to the desk of the per- 
son who will handle it in case the ad- 
dressee is absent or burdened by many 
matters at the time the letter arrives. 


Q. Can Incorporated be abbreviated in 
the inside address, or must it be spelled out? 
I have seen it used both ways. 


A. Whether or not to abbreviate /ncor- 
porated is determined by noting the style 
that the company in question uses in its 
name. The company’s letterhead is the 
most trustworthy source of information. 
Its advertising matter is another good 
source. 

Then, too, if the company writes /nc 
without a period, as some prominent com- 
panies do, that style should be followed 
in typing the address. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 





Is FILING 
your 


PROBLEIM? 


Then get the new R-Kive File—lightweight, 
portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 
corrugated fibre board with handy “tote” 
openings front, side and rear for 
easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 





each 


lower in 
quantities 





FREE! Manual of Record Stor- 
age Practice—telis you how long to keep 
records plus helpful hints on record storage 
practice. Write for your copy TODAY! 


BANKERS BOX CO., Dept. TS-2 


2607 North 25th Ave. e Franklin Park, tll. 














HERE’S 


CONVENIENCE “Cao 


With These Top Quality 
WELDON ROBERTS ERASERS 












in convenient 





SPIRAL puts STRING for e0ey 
PAPER 
WRAPPED 


for quick, easy, 
“pull-string” pointing 





Convenient pencil length and 
balance. Rubber stays fresh, 
protected by its paper wrapping. 
Save your time and temper by 
using these neat-and-fast-work- 
ing Weldon Roberts Erasers. 


Ask your office manager 
or stationer for them. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World's Foremost Eraser Specialists 





Rodeath fun snculeetumemnenelenl ee 


m 


FOR ERASING 
BALL POINT INK & LEAD. 


No. 138 BALL POINT. New formula 
GREEN RUBBER, particularly developed 


FOR ERASING INK, TYPING, 
BUSINESS MACHINE WRITING. 
No. 378 Graypoint. Businesslike gray rubber 


Enon 


Correct Mistakes in Any Language 
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Handle a Photo Assignment 


BY PEGGY 


NORTON ROLLASON 


(Number Six of a monthly series on how to handle special, once-in-a-while jobs. Suggestion: Keep these 


pages in your own “‘How To”’ 


@ Last month we discussed the prepara- 
tion of a business release. An important 
corollary is the photo that often accom- 
panies it. This requires special attention 
in itself. 

Just as there are certain papers and 
magazines to which you send certain 
types of releases, so there are special 
photographers you call in for different 
jobs. The news photographer is skilled 
in taking action and human-interest 
shots. The fashion photographer's tech- 
niques differ greatly from those of the 
industrial photographer. And the com- 
mercial photographer looks at his sub- 
jects in still another way. Each has his 
special talents and often knows what 
you want better than you do! 


PERSONNEL PHOTOS: Perhaps the sim- 
plest photo assignment—from your view- 
point—is the head-and-shoulders shot of 
an executive that accompanies an ap- 
pointment announcement. Most men 
have had professional portraits taken, 
and it is an easy matter to order the 
number of glossy prints you need from 
the studio. If your man hasn't been 
photographed in years, any good studio 
can take a series of pictures portraying 
his distinctive characteristics and get the 
prints to you swiftly. 


SPECIAL NEWS EVENTS: Suppose your 
story deals with a special event in com- 
pany history—the opening of your new- 
est branch or restaurant, the laying of a 
cornerstone, the presentation of an 
award to an employee. These are timely 
occurrences which must be covered then 
and there. You or your employer can 
contact photo desks of local papers in 
advance and ask them to cover the event. 
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It’s a good idea also to hire a free-lance 
photographer—just to be on the safe 
side. He can “shoot” the event and rush 
prints to those papers that did not as- 
sign a reporter or photographer. 
Sometimes these scenes can be set up 
and photographed ahead of time so that 
the prints will be ready to meet early 
editorial deadlines. It’s important that 
the participants be coached in their spe- 
cial roles—where they should stand and 
what they should do; then there won't 
be any glaring discrepancies between 
the advance photos and those taken at 
the actual ceremonies. Changing clothes 


between times is not recommended! 


FEATURE stories: If your boss needs a 
series of photos to accompany a story of 
plant operations, he should first outline 
all the steps to be covered. If he’s a 
real detail man, he will probably write 
a photo script that will tell the produc- 
tion story from A to Z—an especially 
valuable procedure when a number of 
people are involved. With this in hand, 
the photographer will have a hard time 
going wrong. He should be left free, 
however, to suggest script variations and 
to take his photos according to what he 
considers the best angle, content, and 
exposure. The outline will merely tell 
him who and what must be included. 


FasHion pix: Fashion photography is 
painstaking and exacting. It calls for 
the utmost attention to seemingly mun- 
dane details—plus a rare amount of 
imagination and artistry. It’s up to you 
and your boss to see that all the major 
items are there. Careful advance check 
lists will be of great help, especially if 


several sittings are involved. Generally, 


file and send us your requests for topics to be discussed in future issues.) 


the photographer will choose his own 
model, subject to your boss’ approval. 
He will have worked closely with a num- 
ber of model agencies and may even 
have his favorites—models on whom he 
knows he can depend. In any fashion 
shot, it’s the co-operation between pho- 
tographer and model that produces the 
outstanding results you want. 


COMMERCIAL sHoTs: For those all-im- 
portant new-product pictures to accom- 
pany the “birth announcement” of the 
newest company baby, you will need 
simple, uncluttered photos—generally 
half a dozen different views. The com- 
mercial photographer is adept at this. 
You can usually give him samples, tell 
him what the photo is needed for, and 
leave the rest to him. He will deliver 
your pictures in short order, with every 
detail clear, all the label printing legi- 
ble, and the product's highlights played 
up—in short, the photo that will say 
more than a thousand words. 


CHOOSING THE BEST PRINTS: It’s wise, of 
course, to rely on the photographer's 
judgment in making the final selection. 
But if you are asked to look over a 
batch of contact prints and select those 
you like best, be sure to use a magni- 
fying glass. This makes a big difference 
in what you see. Remember that your 
picture story must be primarily eye- 
catching, yet easily and quickly compre- 
hended. Uncluttered backgrounds, clear 
detail, absence of heavy shadows, and 
simple action all help to tell the story. 
At no time must the reader have to puz- 
zle over the meaning of the photo. He 
won't take the time anyway, and you'll 


have lost your (Continued on page 55) 
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Writes BEST of all... 
Becouse it's built BEST of all. 








BUILT FOR SERVICE. 


typewriter 
all in one. 
to its smooth operation. Every worth-while 
feature for easier typing is standard equip- 
ment on Olympia. You will like its auto- 
matic paper injector, automatic tabulator 
clearance, and many other aids. This is 
your typewriter. And “the boss” will like 
it, too, because it means years of trouble- 
free service —-always ready to go to work 
when needed. 


you have always wanted. 


combining quality, 





Here it is, Miss Secretary—the typewriter 
Your kind 
durability, and perfection 
Test its smooth reaction to your touch. 


of 
Thrill 
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FOTO PLUS 


Rush by return mail my Wallet Photos as checked below: 


[] 25 Photos. $1 enclosed. 
[-] Include my 5x7 mounted 


Photos. | am enclosing 25¢ (Additional Enlargements 59¢ each). 
| Enclosed is photo, snapshot or negative, to be returned unharmed 





Panel 


25 








* ote 


* Dept.S ° 


BOX10 ° 


(] 60 Photos. $2 enclosed. 
Studio Enlargement with my Wallet 


only 














| NAME 
(Please Print) 
| ADDRESS 
| ciry_ — ——ZONE STATE 
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Beautifully printed on expensive-looking 
silk finish, double-weight studio paper 
with panel edge — perfect as gifts to 
classmates, friends, relatives.. 
and job applications, 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 photos 
from one pose — or $2 for 60 photos. 
Order NOW — from the largest mail 
order photo studio in the East. Satisfac- 
tion and quick delivery guaranteed. 


NEW YORK 1,N.Y.—— — 


WANT A 5x7 STUDIO 
PORTRAIT 
Enlargement 
with wallet order ? 





etc. 


Edge Embossed 


WALLET 
PHOTOS 


FOR ONLY 





We pay postage — 
AYoMohisl-Tamtalel ae 13 


y size: 2'% ¥ 31.5 


.for school 
SEND ANY 





extra 


mounted in Exhibition 
Easel Frame 
C—0 Check here if you 
desire 5x7 offer 





each 





“HOW'S BUSINESS?” You and your boss 
answer this question many times a day! 
You'll both find answers to this question in 
the United States Department of Commerce 
official monthly magazine, “Survey of Cur- 
rent Business.” Known as one of the most 
comprehensive compilations of business sta- 
tistics now available, this magazine is a 
basic source of facts and figures on the na- 
tional economy. It is quoted regularly as an 
authority by leading business and economic 
writers, 
busi- 
tables, 
articles useful to management. 
Suggest this magazine to your boss. Order 
from the Superintendent of Documents, 
Government Printing Office, Washington 25, 
D. C. Subscription rate is $4.00 per year. 


contains a review of the 
ness situation, 
and feature 


Kach issue 
a series of reference 


SOLE DISTRIBUTOR FOR 
Coleman R, Chamberlin, is now the 
Dex Corporation, 23 McArthur 
New Windsor, New York. Originally, the 
book was handled by the National 
Aid Bureau. (Price is still $2.50.) 

“Filing Facts” is written with every mem- 
ber of the in mind. It is not a 
text, but a guide to eflicient, economical filing 
methods. Looking for a way to streamline 
and modernize your filing system? This book 
will help with that, too! Included 
gestions for simplifying paper-work routines, 
, and color-coding 


“FILING FACTS,” by 
Cel-U- 


Avenue, 


Filing 


office force 


are sug- 
saving steps and time 
present files. All 
“do-it-yourself” 


your 
ideas are presented on a 


basis. 


THE “FIRST SUPPLEMENT 
POLITAN OPERA ANNALS” 
the operagoer 


TO THE METRO- 
is a gift to delight 
or a tasteful addition to your 
personal library. Compiled by William H. 
Seltsam, it contains 17 sparkling 
graphs of the 
detail about every performance given at the 
famed Metropolitan Opera House 
the past decade. 


photo- 
Met's stars and gives every 


during 
It lists who sang what, who 
conducted the orchestra, when the perform- 
ance was given and contains excerpts from 
The original 
and its sup- 
H. W. Wilson 
Avenue, New 
First Supple- 


seasons press reviews. 


“Metropolitan Opera Annals” 
plement are published by the 
Company, 950-972 University 
York $2, N. Y. of the ~ 
is $3.50. 


Pr ice 
ment” 


LIGHT, INTERESTING, 
these adjectives describe “The Office Econo- 
mist,” a magazine of management methods 
for the office. Articles discuss such matters 
as simplification of work methods, good rela- 
tions with fellow workers, and use of office 
floor space for the best and most efficient 
working conditions. “The Office Economist” 
is published by the Art Metal Construction 
Co., 369 Broadway, New York 13, N. Y. 


INFORMATIVE. All 
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VIEWS FROM THE FRONT OFFICE ON... 


Outside Duties 


A monthly column featuring top executives’ 


views on various Office situations 


HERB GOTTESMAN, Account Supervisor, 


Pan-American Public Relations, Ltd. 


CATHERINE R. READY, Assistant Director, Educational Service Department, Bristol-Myers Company) 


RAY JOSEPHS, Author and Public Relations Consultant 


“WHEN AN EMPLOYER ASKS his sec- 
retary to handle his checking-account rec- 
ords. pay the monthly household bills, or 
deal with correspondence ot a personal 
nature, it implies that he has implicit 
faith in her discretion and trustworthi- 
ness,” says Ray Josephs. author and pub- 
lic-relations consultant, in commenting on 
this month’s topic. 

The fact that a boss requests that his 
secretary handle some of his personal 
business can be—and often is—a compli- 
ment in itself. Therefore, the secretary 
should not feel it an imposition to per- 
form some of these tasks for him. 

“At the time a girl is being interviewed 
for a job,” states Catherine R. Ready, as- 
sistant director of the educational-service 
department at Bristol-Myers, “she should 
ask whether handling personal as well as 
business matters is expected of her. If she 
must handle both, it is up to her to decide 
then and there whether this is something 
she is willing to do.” 

There are a variety of these personal 
“extras” that a secretary may be asked to 
do. Many times she can help her boss out 
by mailing a package, picking up theater 
tickets, selecting a birthday gift for a rela- 
tive, or even dropping a book off at the 
library. 

Adds Herb Gottesman, account super- 
visor at Pan-American Public Relations, 


Ltd.. 


upon to provide the ‘feminine touch’ 


“The secretary should be called 
where it applies.” The boss may simply 
ask what perfume she thinks is appro- 
priate for his wife, but he will be happy 
to receive his secretary's tasteful advice 
and may be delighted (and relieved) to 
have her shop for him. 

AGAIN, THIS MONTH'S panel members 
pointed to the importance of a balanced 


secretary-boss relationship. ‘J’o carry out 
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all business matters efficiently, they must 
have developed a mutual trust and under- 
standing. 

\ word to the wise from Miss Ready: 
“It is extremely important that a girl 
never oversteps the secretary-boss rela- 
tionship to inquire about any of her boss’ 
personal business—unless he has definite- 
ly indicated that she is to handle these 
matters.” 

“It shouldn't be necessary to point out 
that if a boss feels privileged to ask his 
secretary to do personal tasks for him, she 
should feel privileged to tell him truth- 
fully when such jobs would be incon- 
venient for her. She should know that he 
will not be offended if, for example, she 
has made previous plans for her lunch 
hour.” Ray Josephs, in making this com- 
ment, speaks for every member of the 
executive panel. 

If a secretary relies on her lunch hour 
to accomplish important personal busi- 
ness of her own (this may be the case. 
particularly if she is married), she cannot 
accept many outside-the-ofhce assign- 
ments. Then. a tactful “no” would def- 
initely be in order! 

But, take the case of the boss who asked 
his secretary to type a report he was to 
make to a civic organization the same eve- 
ning. Knowing she would have to use her 
office time to complete the job, she simply 
asked him if he wanted her to begin the 
day by typing his report or that Special 
Delivery letter. 

Should the secretary be asked to do 
such personal business as “overtime,” she 
may also justly refuse. “There is reason 
to refuse running a personal errand or 
handling a personal business matter,” 
sums up Herb Gottesman, “where there is 
a conflict between the employer's de- 
mands and the secretary's after-hour and 
social life.” 








i” 








PERIODIC PAIN 


Don't let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 





chases the ‘‘blues.”’ J 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation 
is yours, FREE. Write Dep't S-28, Box 280, 
New York 18, N. Y. (Sent in ploin wrapper). ‘ 

















| | OXFORD 
PENDAFLEX’ 
[ Equipment brings 


‘‘keyboard”’ ease to filing operations! 












Oxford Pendaflex equipment takes the heavy labor out of 
filing. It gives you new-found speed and efficiency your boss 
will love . . . even makes top and bottom drawer filing easy. 

Tabs of Oxford Pendaflex sliding folders stay upright and 
visible atall times. Your hands merely glide across this “keyboard” 





making selections rapidly and accurately. No pushing, no pulling! 

All weight rests on two smooth rails. You can separate or move an 

entire drawer of Oxford Pendaflex folders with fingertip pressure. 
Do yourself and your boss a favor! Call your local Oxford 





Pendaflex equipment dealer! Free of charge, he will analyze 
your firm’s filing needs and recommend the Oxford 





tl Pendaflex system that best answers them. He will also 
show on paper the money your boss will save. Or mail 
the coupon! Either way you take all the credit! 
Oxford Filing Supply Company, Inc. 

Garden City, New York. 














OXFORD FILING SUPPLY CO., INC. 
101 Clinton Road, Garden City, N.Y. 





Please send free “File Analysis Sheet” 














NAME 
FIRST NAME IN FILING eae 
ral oa STREET | 
— ve thee > - 
“: x city STATE | 
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BY LISA MATTHEW S$ 
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THE ROARING GIANT 


4 


YPRIVING WESTWARD. in 
the dusky twilight of a 
winters day. your senses are 
lulled by the sameness of the 
broad highway stretching before 
you. the light-sprinkled hills sur- 
rounding you. Then. suddenly. 
you are jolted awake—for loom- 
ing large before you is a giant 
its huge body covering acres 
of land. its myriad arms reach 
ing toward the sky. its many 
mouths breathing forth smoke 
and occasional flames. 


If you stopped to explore, you 





would soon discover that the giant is never quiet. It 
groans and a shining silvery sheet rolls from its innards: 
it sighs and molten fire spouts from its arms; it roars 
and a hundred thousand pounds of iron ore start on their 
way to destruction and renewal. 

The giant is a steel mill with an almost human per- 
sonality, a superhuman capacity to produce the metal on 
which half the world is built. But the giant cannot do 
it alone. It needs men to keep it alive—-men whose 
trained hands adjust valves and turn dials, whose harsh 
voices strive to be heard above the giant’s roar. Human 
hands must be ready to control a swinging crane, human 
eyes must watch humming dials, human efforts must 


monitor the giant’s production. 


MEN ARE INDEED the most important factor in the steel 
industry. And in Pittsburgh, a pretty young secretary 
is well aware of this. For in her office the human element 
in steel is debated, consulted, considered, and appreci- 
ated. 





A secretary's day is 


conference, a long- 


The secretary is Barbara Grimm, and her boss, Mr. 
R. L. Ostrander. is manager of Labor Relations for Alle- 
gheny Ludlum Steel Corporation. He walks a delicate 
tightrope between management and labor, between com- 


pany directives, union rules, federal regulations. To him 


come grievance reports from the company plants, a flow 


of letters concerning steel workers who are upset or con- 
cerned about some aspect of their jobs, their pay, their 
working conditions. 

“When an employee has a complaint—it may be any- 
thing from the food in the plant cafeteria to a highly in- 
volved discussion of who should be doing what job—he 
reports it to his immediate boss. If he can’t work things 
out, the grievance is carried one step higher to the plant 
supervisor. No results there .. . then we get it.” 

Each grievance means hard work for the labor-rela- 
tions office. Mr. Ostrander will consult with company 
officials, union representatives, even with his secretary. 
He and Barbara do voluminous research on previous 


cases; there are visits to the plant and the complainant in 









made up of many things—the consid- 









distance 





question; there are hours of concentrated thought and 
consultation. A decision is made—and proposed. 

“Sometimes it's accepted immediately.” Barbara con- 
tinues. “then we can relax. But at other times it’s not. 
and then it must be submitted to an arbitrator. who is 
selected by the parties to be an impartial judge. He ana- 
lyzes the case. considers all the material pertaining to it. 
weighs the respective merits of both sides. His decision 
is final. 

“The wheels of arbitration move very slowly. So. aftet 
all the work and worry. it may take months before we 
get an answer. You can imagine our interest when it 
finally comes. We can hardly wait to open the envelope 
to find out how the case has been decided.” 


ALLEGHENY Lupi_uM has 10 plants, more than 14.000 
employees. This means that grievance mail may at times 
be heavy. Mr. Ostrander makes it a point to get answers 
out as quickly as possible. The company’s contract with 


the union requires that all such letters be answered with- 


- 


fis 


Z 
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in a certain number of days. Au extension can be granted 
with the consent of the parties—but “if you get behind 
in this kind of work. it would be fatal.” 

In an office where every word of every letter is of the 
utmost importance. Barbara has disgovered that it’s 
sometimes better if her boss writes out his letters in long- 
hand—the more involved ones, anyway. Then she types 
them from his rough draft. 

“She takes such pride in her work, feeling that each 
letter that goes out is indicative of the person who wrote 
it. There are never any strikeovers, messy erasures, 
poorly spaced copies.” This from Mr. Ostrander, who 
speaks of his secretary with pride. 

Barbara still gets lots of dictation—letters. memos. re 
ports. In addition. each plant submits a monthly “gries 
ance” report—what’s been settled, what's pending. ete. 
The Federal government also supplies details on labor 
conditions throughout the country. Barbara has copies 
made of such reports, sends them on to all interested 


parties, 
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At any point in her day, she may be interrupted by 
the ringing of the phone. Delightedly, she states that 
union representatives will now tell her why they want to 
talk to her boss—‘“‘It’s been a long time in coming, but 
I’m beginning to feel as though I belong.” 

And “When she lifts up the phone and says, ‘Mr. Os- 
trander’s office,’ she sounds as though she’s happy to be 


here.” A quote from that proud boss. 


OrTEN BARBARA WILL BE in the office alone, since trips 
to various parts of the country take up a great deal of 
Mr. Ostrander’s time. “Sometimes he'll stop by my desk 
to re-introduce himself, just so | don’t forget his name 
and face!” 

On “solo” days, Barbara manages to keep busy, not 
because she’s superconscientious but because she’s really 
interested in her job. When routine chores and the daily 
jobs are out of the way, she'll read up on pending cases, 
perhaps making up a brief review list of them for Mr. 
Ostrander. She'll pull old case histories out of the files, 
go through them “just for my own information.” Or she 
may even pick up a weighty volume on arbitration or 


labor law and do a little research. “It’s fascinating, and 
there’s so much to learn.” 

But most important, every day must be paced so that 
there’s time to handle unexpected interruptions. And in 
this office, they occur frequently. A secretary needs to 
be flexible, alert, calm, because no two days are ever 
the same. A “rush” case, a visit from union leaders, con- 
sultation with experts, a session with the company lawyer 
may break into the tightest schedule. 


“We manage though,” Barbara (Continued on page 50) 





to greet, a coffee break 


to relax in, 
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4 shared ride to the office, a letter to write, a visitor 








a message to send, a need to talk, to 


smile, to share. 
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Legal Terms in GREGG SIMPLIFIED —part 2 
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By MARILYN FRENCH 


ROBLEM NUMBER FOUR facing secretaries in my 

Human Relations in the Office class at the Central 
Y.M.C.A. of Chicago was “Getting along with the boss.” 
The fact that this problem was not at the top of the list 
proved two things: One— most bosses are considerate 
and fair; two—most secretaries are able to adapt them- 
selves to almost any type of boss. Adaptability, then. 
seems to be the secret for vetting along with your em- 
ployer. 

Another reason why the class considered this facet of 
their jobs less difficult than some others was that the 
majority had worked for the same men long enough to 
understand them quite well. But things happen quickly 
and unexpectedly—in the business world, so the stu- 
dents were interested in one girl’s experience, Mary had 
resigned from her job. On her last day in the office. 
she had been asked to break in her successor. She started 
by showing the new girl the files. how to handle routine 
work, and where to keep supplies. Before she had gone 
very far, the newcomer interrupted her. 

“T can pick up the systems—you've evidently left 
everything in perfect order.” she said. smiling. “But 
since we have so little time. you can help me more by 
telling me about the boss. What is he like? What are his 
pet peeves? What jobs are most important to him? Does 
he have moods? When is the best time to ask him 
questions?” 

“So.” Mary summed up. “instead of my training this 
girl, she taught me something! When [ started me new 


is 






the human 
Vv side 


THE BOSS | 


job. I asked my predecessor all about my boss-to-be.” 

The rest of the class agreed that understanding the 
hoss made oflice life easier. One girl wailed. “I under- 
stand my boss, but I still can’t cope with him.” There 
was a murmur of agreement from the class. Here are 


some of the problems aired and the suggestions offered. 


(1) How can 1 slay calm when the boss blows his lop. 
which is often? 

One secretary advocated. “Count to ten. If necessary. 
count to one hundred. Nothing is gained by losing your 
poise, too.” 

“Working for a high-powered executive is stimulating.” 
another secretary volunteered. “but when he is under 
pressure, he’s bound to let off steam. When things go 
wrong and my boss erupts. | just nod sympathetically. 
After he calms down, I explain how the error happened 
and suggest a way to correct it. 

“Last Christmas, incidentally, he gave me a bonus 
with a little note of appreciation for my ‘sympathy and 
understanding.” ” 


(2) How can I keep my boss from tackling outside club 
work and speeches that make him frustrated and irritable 
most of the time? 

The class felt it was essential to realize that you can’t 
tell your employer what to do and what not to do. The 
best solution: to handle as much of the routine work as 


possible. leaving your boss more time for other jobs. 
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One secretary. however. had solved the problem this 
way. “My boss just couldn't say no, no matter what any- 
one asked him to do. Things got so bad that finally I 
hinted to several of his associates that his health was 
being impaired by this overload of activities. They were 
very co-operative, and now they think twice before ask- 
ing him to take on extra tasks. 

“Yet there was one pest who kept hounding my boss to 
serve on committees, arrange meetings, and get speakers. 
It meant a lot of extra work for both of us. I could 
sense that my boss was not too enthusiastic about these 
projects so I asked him if he would authorize overtime 
for me. | explained that my own company work would 
be neglected unless we could make such an arrangement. 

“He looked surprised, but he didn’t say anything. The 
next morning, he called the pest and told him that he 
hated to turn him down. but it meant so much added 
work for his staff that he just couldn’t do it.” 


(3) My boss gives me a job that may take a whole week 
and then asks for it the next day. Help! 

Most men don’t realize the amount of detailed work 
involved in office tasks because they never have been 
secretaries and there is little information published on 
office work standards. Several good suggestions for edu- 
cating the boss on the facts of office life were offered by 
fellow students: 

(a) Time yourself on copy work, transcription, etc. 
so that.you can determine how long each task will take. 
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(b) For about a month, keep a record of the work 
you produce each day. 

(c) Concentrate on the most important projects. Let 
filing or similar chores wait for odd moments. 

(d) When you get a big assignment, estimate how 
much time it will take. Explain this to the boss, and tell 
him you will finish the job by a certain time. 

(e) If you need better equipment to work faster, 


“sell” your employer on how it will help him and you. 


(4) How can 1 cope with a supervisor who is suspicious ? 

The suspicious boss may have once had a secretary who 
needed constant supervision and prodding. Or he may be 
cynical about people in general. The important thing, one 
girl pointed out, is not to regard his mistrust as a per- 
sonal affront; it is just part of his nature. 

A secretary who had worked for a suspicious employer 
commented, “I asked myself, ‘If I were a supervisor, 
what kind of person would I trust?’ 

“The answer was obvious. One who was always on 
time, did a full day’s work, stuck to her desk, had no 
part of the office grapevine, and was polite and co-opera- 
tive. Living up to these standards kept me on my toes, 
but it was worth while. The supervisor and I under- 
stood each other. and he no longer felt that he had to 
double-check every move I made.” 


(5) How can you remain loyal to a boss when his con- 
duct at company gatherings leaves much to be desired? 

Every secretary wants to be proud of her boss. If he’s 
a show-off at company functions, it may mean that he 
wants to attract attention. (Granted, though, he is going 
about it the wrong way.) 

One wise woman advanced a theory that can be ap- 
plied in your after-five life, too. “Most men will act the 
way you want them to—if you build up their egos. For 
instance. | once worked for a man who was very gruff. 
His gruffness was really a cover-up for shyness. Still, he 
wanted to be accepted and liked. He needed reassurance, 
so I elected myself to supply it. 

“IT complimented him on the friendly letters he wrote. 
His letters to customers were cordial, and it seemed a 
shame that he couldn't talk to people the same way. 

“Whenever I could. I told him how effective he was 
in handling people. This was stretching it a bit, | admit. 
But if you create an inspiring image of himself for a 
man, usually he will try to live up to it. 

“With this constant reassurance, my boss relaxed. 
Renewed self-confidence made it easier for him to get 
along with the rest of the staff. 

“So, I think that if your boss acts undignified or 
tends to be a show-off, you can tone him down. Just 
keep telling him subtly that you admire his dignity and 
good manners on the job. He will live up to that flattering 


picture at company affairs, too!” 
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W ords / can be teasers 
Add That Suffix 
How are each of these words spelled when the suffix that follows the word is joined to it? 
l. serene ity 2. refuse al 3. care ful 1. wise dom 5. occur ence 
6. force ible 7. compel ing &. difler ing 9. like ness 10. arrange ment 


A “Short” Teaser for a Short Month 


“ach of the following brief definitions indicates a word or a phrase containing short. You should fig- 
Each of the foll g brief definit licat | pl t g short. Y hould fig 


ure these out in short order! 


1. A subject that you are either studying or using. 


2. Lacking foresight. 


~ 


2 Briefly: by way of a summary. 
. To deal with a situation quickly. 


3. A deficit. 


Easily angered. 


5 
1. A deficiency or defect. 


9, An edible fat used to make pastry crisp and light. 
>. A method of saving time and effort. 10. An avoirdupois weight of 2.000 pounds. 


Are You Sure of Insurance Terms? 


Column | contains ten commonly used insurance terms. Match these terms with the definitions that 
appear in Column II. 


[ II 

Il. actuary a. Owned by the policyholders. 

2. annuity b. The age that an insured person has reached at a particular birthday. 

3. appraiser c. The payments made for insurance. 

} attained age d. A person who calculates insurance risks and premiums. 

>. beneficiary e. An amount paid yearly. In practice. the amount is usually paid monthly. quarterly. or semi- 
6. cash-surrender annually. 

value f. The person to whom the value of the policy is payable at the death of the insured. 

7. indemnity g. A London corporation insuring commercial and maritime interests of its members. 

8. Lloyd's h. One who estimates the value of property. 

9. mutual i. That given as compensation for loss or damage. 
10. premium j. The refund that a life insurance policyholder may receive when he cancels his contract. 


; p ih Jia 

Desirable Secretarial Traits 
Each of the following defines or makes a statement about some secretarial trait that employers value 
in their secretaries. Name the traits and spell them. 


1. The secretary who possesses this trait has the faculty lL. This quality makes it possible for one to deal with 


of originating new ideas or methods. others without offending them. 

2. Start with a synonym for rely and add to it ability, 5. A two-word trait. The first word means ordinary. un- 
to get this trait. distinguished: the second, intelligence. 

3. The name of this trait is sometimes confused with 6. You will be able to discover this trait by adding 


the word that describes the slight bending of the knee ation to the name of one who makes or repairs barrels. 


made by a woman as a mark of respect. 7. The trait that enables one to adjust to conditions. 


What Is the Difference Between— 


|. The correlative conjunctions 2. equable and equitable? 1. borough and burrow? 
as...as and so... as? 3. spacious and specious? 5. ingenious and ingenuous? 
1) 
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scipe for a relaxing evening—something comfortable to wear, a favorite television program 








HERE ARE TWO WAYS to live alone. The first em- 

phasizes the “alone” part—solo dinners, solitary 
hours, a going-nowhere, seeing-no-one type of existence 
that gradually leads to a dull personality. The second 
concentrates on “living.” It may take a bit of enterprise, 
a bit of gumption—but it’s more interesting, more re- 
warding, and much more fun. 

Wisely, Barbara Grimm has chosen the latter course. 
She has a job that she likes, a host of friends (the result 
of her outgoing personality), a variety of interests. She's 
not one to sit back; she goes out, she does things. In 
short, she has learned how to live alone and like it. 

“I think I started out with one advantage,” she says 
thoughtfully. “I’m an only child—when you don’t have 
brothers and sisters you learn how to do things by your- 
self!” 

Another advantage is her landlady, a warm, gregari- 
ous woman who mothers Barbara, presents her with 
home-cooked Italian dishes (“She doesn’t think I eat 
enough!”’), serves as a listener on those evenings “when 
I feel like a touch of family life.” 

It was her landlady and the availability of her third- 
floor apartment that helped Barbara decide whether to 
go to Michigan with her parents—a move dictated by 
business reasons—or to stay in Pittsburgh. Balanced 
against her very real desire to be with her family were 


several weighty factors—-school associations, relatives. 
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{ much-used instrument—Barbara’s telephone. 





Saturday-night volunteer ready to go home 








Fun ahead—dinner and a late show. 


February, 1958 


friends. She liked her job, she liked Pittsburgh. And 
there was that apartment... 

Barbara thought and thought, then finally made her 
decision. She’s never regretted it. 

The apartment is a cheery haven up two flights of red- 
carpeted stairs. There’s a large living-sleeping area, a 
well-equipped kitchen, brightly colored walls, a floor de 
signed by Barbara herself. Books. knick-knacks, pictures. 
a collection of stuffed animals lend personal touches. The 
only disadvantages: the bath is on the second floor, and 
so is most of the closet space. 

Barbara has gradually been replacing the original 
furniture. “When I see something I really like, I start 
juggling my finances.” Recent new purchases: the butter 
fly chair. a studio couch, a large-screen television set. 
The last item is a must for live-aloners, Barbara declares. 

Another must is the telephone. Her pretty beige phone 
is in frequent use—people calling Barbara or vice versa 
“If | feel lonely. [I just curl up in the chair, pick up the 
phone, and settle down for a long chat.” 

There aren't too many lonely hours though. Often 
Barbara will stay downtown at night to shop, dine, or go 
to the movies with friends. She “dates” several times a 
week. She may spend the evening catching up on house- 
hold tasks or “just reading.” Or she may entertain a 
group at supper. 

The food at these friendly gatherings is pretty stand- 
ard. From her landlady Barbara learned how to make 
real Italian spaghetti sauce. Once sampled, it calls for 
more. So the usual menu consists of spaghetti “with lots 
of sauce,” French bread, a big salad. In her first attempts 
at hostessing. Barbara served strawberry shortcake as 
the piece de résistance, soon learned that fruit and coffee 
were the perfect finale to all that pasta. 

Every other Saturday. Barbara dons a pretty pink 
smock and serves as a volunteer worker at the St. Clair 
Memorial Hospital. Her hours: 4 to 9 p.m.; her tasks: to 
admit visitors, answer the phone, distribute newspapers. 
arrange the patients flowers; her reward: a wonderful 
feeling of satisfaction in doing something for someone 
else. When asked why she picked Saturday. the week's 
“big night” for most girls. her answer was a simple. 
“Thev needed volunteers for that time. And.” she adds 
quickly, “I still have time to go out. The hospital is only 
a short drive from the apartment, and I’m a real quick 
change artist.” 

Barbara’s car, a Pontiac. is her pride and joy. It was 
a big purchase, an expensive purchase—she paid every 
penny of it herself—but a worth-while one. She uses it 
often—for shopping. for vacations (now usually spent in 
Michigan with her family). for weekend jaunts, for visit 
ing, for just riding. “I don’t know how I'd get along 
without it.” 

Cars play another part in her life. One of her more 
frequent escorts is a sportscar enthusiast; Barbara has 
become one, too. On many a Sunday she attends a rally 

planned drives of so many miles at a certain speed. 
Her date drives; Barbara navigates, map in hand. “We 


don’t do badly, either,” she (Continued on page 47) 
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The Career Look 


How fast can you read shorthand? You can 


This material is counted in groups of twenty “standar 





BY MARGARET OTTLEY 
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probably speed through this page, which is based on Chapters One through Three of the Manual. 
x * words e: : i 


each, so that you can estimate your reading speed. 
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by GEORGIA SCHULTZ, Instructor, 


Minneapolis Society for the Blind 


Sight at their finger tip: 


_ THE SPACE of about three minutes, close your 

eyes. As you sit there, unable to see the world about 
you, imagine spending the rest of your life in darkness. 
Could you move around your home, eat dinner, dress 
yourself, go to work every morning? It would be difli- 
cult, wouldn’t it? Almost impossible as you think about 
it. Yet there are thousands of people who*have lost part 
or all of their sight. With courage. training, and effort. 
they lead lives little different from those of us lucky 
enough to have the use of all our faculties. 

Surprising as it may seem, many blind and partially 
sighted people are doing office work. In the Minneapolis- 
St. Paul area, for example, nine visually handicapped 
girls are employed as Dictaphone operators. A partially 
sighted girl transcribes casework at the Ramsey County 
Welfare Board in St. Paul. A totally blind girl works in 
a transcription pool at the North American Life and 
Casualty Company. transcribing letters for a number of 
insurance agents. Others do transcription, filing, and 
even copywork in a number of county offices. 

At the Minneapolis Society for the Blind, visually 
handicapped girls are trained for office work. Their 
course is like that of any business college—with several 
exceptions. Special emphasis is placed on grammar and 
punctuation. And a great deal of time is devoted to 
spelling, usually the hardest subject for a blind girl to 
master. She must remember words as they are written 
in Braille rather than visualizing how they look on 
paper. Because Braille uses contractions, whole words 
are not actually spelled out. Signs take the place of 
many letter groupings. The word “mercenary” for in- 
stance, would read “m-c-y” in Braille, signs taking 
over for er, en, and ar. This means, naturally, that the 
reader must recognize the signs in order to spell cor- 


rectly. Practice and training are necessary before a girl 
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becomes adept at quickly recognizing all the signs. 

The average trainee has learned Braille and can use 
the Braille dictionary. Speed in looking up words is 
important, for the huge Webster's Complete Student 
Dictionary has 29 volumes. Much time could be wasted 
while a girl hunted through a number of volumes—and 
a harried boss waited for his letter. 

The four-month course gives each girl a chance to 
work on a variety of typewriters—standard models, 
electrics, German machines. Different types of tran- 
scribing machines are also used, everything from the 
old cylinder types to the modern plastic belt and flat 
plastic record machines. By the end of her training 
period, a transcription typist has reached an average 
speed of 50 words per minute on machine dictation and 
60 words per minute on oral dictation. In addition her 
spelling must be at least 98 to 99 per cent accurate. 

Visually handicapped girls do other office jobs too. 
They answer telephones, take messages. and. if partially 
sighted, do some filing and copywork. They can also 
learn to handle a switchboard, a wonderful personality 
developing device for the shy girl. Switchboard training 
develops attentive listening. poise in speaking with 


strangers, distinct pronunciation, and accurate manipu 


lation on a fairly complicated job. (Continued on page 51) 
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TO HELP YOUR BOSS 


Hi WW CAN SINGLE girls meet men in 

a big city? What can be done about 
the latecomer who is too good to be 
fired? These are only a few of the many 
disparate subjects that have been tackled 
(and solved) by Brainstorming. a tech- 
nique for developing new ideas, created 
by Alex Osborn of the advertising 
agency of Batton, Barton, Durstine. and 
Osborn. 

It works like this. A group of people 
with an interest in or knowledge of a 
specific subject gather around a_ table 
and offer all the ideas they can think of 
for one hour. There are a few rules 
the more suggestions the better: no eval- 
uation of the ideas until later: you may 
snap your fingers to “hitchhike” (add to 
another's idea). 

It's a fantastic process—hands wave 
wildly. and each idea seems to have an- 
other one barking at its heels. We know. 
because TODAY'S SECRETARY tried 
it when Assistant Editor Nancy Winters 
(in white hat. offering. perhaps. sugges- 
tion 387) took part in a session devoted 
to “What Can a Secretary Do To Help 
Her Boss Live Longer?” 

Chairmanned by BBD&O's Willard 
Pleuthner, the group included seven sec- 
retaries: a boss, George Burleigh of 
Bristol-Myers: a boss’ wife. Mrs. John 
Driscoll: and representatives of Life and 
Tires magazines. In little more than an 
hour, they came up with 182 ideas—a 
few of them are listed here—and dis- 
covered Brainstorming to be a stimulat- 
ing. effective way of approaching prac- 


tically any kind of problem. 
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Timesavers 

1. Urge him to set up as many routine 
procedures as possible. 

2. Stay in your office when he is out. 
3. Group all his mail: answer what you 
can yourself, 

1. Keep a desk diary of his dates so 
you can remind him in advance. 

5. See that he leaves in plenty of time 
to make trains, planes, ete. 

6. Work out a code for terminating long 
meetings. 

7. Keep people who are just passing the 
time of day out of his office. 

8. Go through publications for him. 
9. If he is elsewhere in the building 
and late for an appointment. meet him 


—with his coat and hat—in the lobby. 


Hlealth 

10. If he eats in the office, make sure 
he has a good lunch. 

11. See that he gets a few minutes alone. 
12. Make sure he takes all his pills. 
13. Keep a check on the weather when 
he is traveling. so he knows what to wear. 
14. Encourage him to relax—to take a 
day off. 

15. Keep up on medical discoveries. 
16. Make him get an extra pair of rub- 
bers and an umbrella for the office. 

17. Suggest a work-connected _ office 


hobby. 


Annoyances 

18. Don’t bring up any problems at the 
beginning of the day. 

19. Don't bring up any problems at the 


end of the day. 


WAYS 


LIVE LONGER 


20. Don't bring up problems at all if 
you can solve them first. 

21. Respect the privacy of his office. 
22. When he goes on a trip. let him 
leave feeling you can handle things. 
23. Remind him of his anniversary and 
his wife's birthday. 

24. Prepare a list of dates to be remem- 
bered. 

25. Keep a supply of greeting cards 
around. 

26. When placing long-distance calls. 
get the other person on the phone first. 
27. On incoming calls, know who, why. 


ete. 


Miscellaneous 

28. Let him know you like your job. 
29. Submit ideas—show him you're in- 
terested. 

30. Make him confident you know what 
Confidential means. 

31. Be able to calm angry people be 
fore they see your boss. 

32. Don’t call him by his first name in 
front of other people. 

33. Be proud of being a secretary. 

34. Always be loyal: let him know that 
others see you have confidence in him. 
35. Convince him to compare his prog- 
ress today with his own progress of yes- 
terday—not with that of others. 

36. Criticize him if it’s constructive. 
37. Start running after you do it. 

38. Suggest that he give you a subscrip- 
tion to TODAY'S SECRETARY. 

39. Don't take a defeatist attitude. 

10. Take care of the boss you have 


the next one might be worse. 





27 











OW YOU TALK and act with other people is an 


important part of your personality. It is so im- 


portant, in fact, that it colors your entire life. The per- 
sonnel counselor knows this and will take mental notes 
as he interviews you. After you get a job, your boss 
will watch. too—-both consciously and unconsciously 
until he is able to relax and say. “I’ve got a jewel of 
a secretary. She can handle any situation!” Or, “I'm 
afraid. Miss Jones. that this isn't going to work out. 
I'm sorry. but...” 

Mary heard those unhappy words about a month after 
she had obtained her last job. She hadn't had much 
experience and, more serious. she had never learned 
how to handle people—or herself—especially when she 
was nervous or confused. 

Soon after she took the job. her boss was called out 
of town. But to Mary's dismay. the phone kept ringing: 
Callers who refused to wait until her employer returned. 
callers who insisted on immediate action from “some- 
one,” callers who demanded appointments on the day her 
hoss was expected to return, callers who wouldn't hang 
up until Mary could get them information—*the latest 
data. and make sure it's accurate!” 

Mary tried. repeating over and over the same explana- 
tion, the same scanty information she had been able to 
accumulate so far. Too often she expressed an annoyance 
that finally became tinged with sarcasm. 

Then Mary hit on a scheme. Whenever she had a 
difficult person- on the phone—one who absolutely re- 
fused to give up. even though he had been told several 
times that her boss was away and she didn’t have the 





tence 


the ™» 





requested information—shed use it. With extreme po- 
liteness, she'd say, “Just a moment. please. Would you 
mind holding on? My other phone is ringing.” After 
snapping on the “hold” button. Mary would watch the 
phone light until it went out. She would then sigh with 
relief. knowing the caller had finally hung up. 

We may chuckle a bit over Mary as we sympatheti- 
cally remember our own first days in an office. or even 
as we recall the diflicult characters who have persisted 
through our experience—all appearing periodically and 
all cut from the same pattern. 

Most of them come to us via the phone—the problem 
people in problem moments, It is often possible to avoid 
exasperation at both ends of the line—yours as well as 
theirs—by practicing a few tricks of the trade. 

Vr. Van's office... Miss Dyke speaking. 

“The Voice With A Smile” is a slogan that reminds 
telephone operators how difficult people can be handled 
successfully. 

The phone is a sensitive instrument. It picks up vocal 
inflections that betray your attitude. Is your voice warm 
and friendly. or. because you know your boss is a VIP. 
is it slightly high-hat? Does it intimate that you really 
want to help—or that you're almost too busy to bother? 
Does it say you're interested in the caller as an indi- 
vidual? Are you using the kind of voice that tells him 
he’s going to receive courteous attention ? 


Have you identified your boss—and yourself—with a 


smile ? 
Oh. hello. Mr. Outsider! 


Recognizing a voice is a compliment. A conscious 


WOi1CE atthe end of the line 
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effort to remember the voices of yout boss’ business and 
personal friends will pay you real dividends. 

Remembering the nature of your caller’s business will 
earn you more laurels. You'll save time for yourself 
and your boss, create good will too. if you re able to 
say, “The figures you need (or the letter or the pack- 
age) went off to you early this morning.” If something 
has gone wrong. your awareness of the situation will 
help you decide whether or not to interrupt Mr. Van, 
who is in conference. by putting the call through. 
Vay I ask who’s calling. please? 

It may take a little longer to say this than to snap 
abruptly. “Who’s calling?” but it's much more gracious. 

Timing can be important. too. If your boss is out of 
the office or unavailable for a phone call. say so and 
then follow through with, “May I ask who's calling?” 

If your boss is receptive to some calls and not to 
others or if the voice sounds unfamiliar to you, you 
might parry with, “Ill see whether he’s still in his 
office.” and then swing into, ““May I ask who's calling?” 
Using these phrases will give you the name of the caller. 
Then your boss can decide whether or not he will talk 
to him. 

Wr. Outsider, perhaps | could help you? 

Said with a lilt. this will often, in cases of doubt. get 
the message for your boss and help you decide whether 
the call should be referred elsewhere or whether you can 
take care of the matter. 

Does Mr. Van know what this is in reference to? 

This is a handy sentence to use when you haven't yet 
been able to find out why the call is being made, a fact 
usually as important to your boss as who is calling. 

Most people will respond agreeably if you have 
sounded pleasant. If there is material in the office—a 
letter in the files, perhaps—that will refresh Mr. Van’s 
memory or to which he may want to refer during the 
conversation, pick it up and take it in to him when you 
announce the call. 

If you get a call from someone who tells you only 
that Mr. Van doesn’t know what his call is about, don't 
despair. Since you have only promised to find out 
whether your boss is “still in the oflice,” you can brief 
Vr. Van on the conversation and leave the decision to 
him, 

Just a moment, please. 

You would never think of saying, “Hang on!” instead 
of the above. but don’t forget to make it as short a 
moment as possible. Right now, try watching the sec- 
ond hand of a clock for just half a minute. Seem long? 
It seems even longer to someone waiting with a receiver 
at his ear. 

If it's necessary to keep the caller waiting. offer to call 
him back when Mr. Van is free. Then do so as soon 
as possible. If he chooses to hold on and wait. it’s his 
choice, but check frequently and say, “I’m sorry to 
keep you waiting.” 

Vr. Van's assistant is here and will be able to help you. 

Having announced that Mr. Van is unavailable, try 
to suggest a constructive alternative. Your voice can 


make Mr. Assistant’s job easier. (Continued on page 46) 
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WANTED : 


Secretary TO GeniuSs- 


Salary High 


by RAYMOND DREYFACK 


THE STORY UP TO NOW 

Emmett G. Dawson, brilliant but eccentric, is preparing 
to take over the vice-presiden y at Seaboard Oil. a world- 
wide corporation. He will. of course, need a secretary: 
and three girls have been chosen as candidates for the job. 
They will work with Mr. Dawson for three weeks, at the 
end of which he will select one. 

During the first day of the new challenge, Nancy Carter 
(fresh from the Company's stenographic pool) meets het 
two rivals—Charlotte Hintner and Marsha Van Fleet. 
Charlotte is friendly and eflicient. Marsha is both—but 
she is also sly and will use any amount of trickery as a 
means to attain the job. Naney has been warned by her 
former boss, the head of the stenographic pool. to “watch 


oul for Marsha, whatever you do.” 
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WANTED: 


SECRETARY 


(Continued from preceding page) 





Fo. 





“—— te . * . 
2. a ° ad ? —— Gf « 
cule rd ie oe ae 


Oo we . — 
ng “24 

poe oe) jas %e ee, oe 

le ice. 
aa’ #3 <7 a ge gis 
g ‘2 —~_&* 1 Co” vy C Ae 
a aa ae “% a 
pe 
oe Pew Pee roe 
Nancy flushed with anger. i = Paitin 
[oll fh ao’ 7 a,” - 


A 
at 
‘ 
f 
KS 


(Continued on page 49) 








Pretty “at home” look 
Same sizes. same price. 


February, 1958 


a pink/red/white plaid wool skirt by College Town. Sizes 10-16. Price: $14.95 
{dded touches: Capezio’s pink skimmers, Richelieuw’s Popette pearls 





{ white silk shirt by Lady Hathaway. 
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A look that blends youth and sophistication, a look specially chosen for Bar- 
bara Grimm, yet equally right for the life of any busy young secretary. 


A. For sportscars enthusiasts, a co-ordinated outfit. Tapered pants by Evan-Picone. Sizes 8-16, in 
gray or black, $14.95. A striped jersey by Smartee, just $3.95. Topping it off, a leather jacket 
lined in jersey. Red or beige. sizes 10-16, $39.95. B. The style that’s always right, always pretty— 
a cotton shirt dress in pale beige. $25.00. To dress it up, gold-and-pearl earrings by Trifari, 
an armload of bracelets by Monet and Coro. C. Gala evenings call for a touch of glamour. 
Barbara achieves it with a silk dress by Suzy Perette. Sabrina neckline, tiny shoulder bows, 
lots of skirt. Blue/purple/turquoise, dark red/black. Price: $35.00. Pumps, dyed to order, by 
Mademoiselle. D. A favorite look in “58—the slim skirt, the blouson top. This in textured tweed 
cotton is chic, ofhice-right. Black and white tweed only, in sizes 10-18. Price: $17.95. Pearl earrings 
by Marvella. &. Adaptable, go-everywhere outfit—a cotton-knit sheath, striped in blue, black, ' 
and white. Over it, a blue jersey coat, by Cravanette, for all-weather wear. Sheath by Henry 

Rosenfeld, in sizes 10-16. just $12.95. Coat, in blue, red, or gray, is $35.00. Sizes 10-16. All 


Barbara’s clothes at Kaufmann’s in Pittsburgh. 
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] ARBARA GRIMM HAS BUSY FINGERS. A hun- 
dred times a day they tap typewriter keys, reach 

for the phone. flick through crowded files, curl around a 

pencil. And a hundred times a day they run into beauty 

trouble. “My nails.” sighs Barbara. “are always splitting 

and breaking. A manicure never lasts very long.” 

A fairly common lament? Yes, judging by comments 


from secretaries we know. So. for Barbara and her fel- 
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low sufferers, we've done a little research and have come 
up with some ideas on how to have pretty nails—even 
though you do work in an office. 

To start with. two quick and easy ways to improve the 
general health and condition of the nails. The first: 
when applying hand lotion or hand cream—an after- 
every-washing routine, we hope—include a generous 


amount for your nails. Studies indicate it’s just as good 


PHOTOS BY CLYDE HARP 
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for them as it is for your skin. Second: invest in a buffer 
— the chamois-covered kind that your grandmother and 
her grandmother used so frequently. Buffing stimulates 
circulation, keeps nails pliable, gives them a pretty gloss. 

Now for some pointers on manicures, garnered from 
the experts at. the Helena Rubinstein salon. Properly 
done, a manicure can strengthen your nails at the same 
time it’s making them look beautiful. So: 

1. Shape nails with an emery board, working 
in easy strokes in one direction — from the sides to the 
center. Don’t go deep into the corners; don’t make the 
nails too pointed. Both cayse splits and breaks. 

2. Soak nails in hot soapy water. If nails are 
particularly brittle, add a bath in warm mineral oil — 
before or after the soap-and-water routine. 

3. Push back cuticles with a cotton-tipped 
orange stick that has been dipped in cuticle oil, Work 
gently, please; you want to avoid tearing the cuticle. 

4. Give the nails a further cleaning — first with 
a cotton-tipped orange stick, then with a soft nail brush. 
In both instances, include soap and warm water. 

5. Dry well with a turkish towel. 

6. Apply colorless base polish. Do not apply 
too near the cuticle. It may cause drying. 

7. The final touch: polish in the color of your 
choice. For busy fingers we recommend a colorless or 
natural polish for the office — chips and peels won’t show. 
Then on gala evenings and on weekends, you can indulge 
in the darker shades, choosing one that blends with your 
gown. 


BARBARA HAS ONE OTHER beauty problem. “Hips,” she 
admits. “Mine could stand a little slimming.” 

At this we could hear deeper groans, louder moans 
from secretaries around the country. Sitting at a desk 






all day has never been considered a boon to figures, 
particularly in the hip area. What'can be done? 

Off we rushed to consult the oracle at the Helena 
Rubinstein salon again. “Exercise,” she answered and 
forthwith gave us several good ones to pass on to all 
interested parties. 

1. Sit on floor, legs together in front of you. 
Rock to right side on hips, touching floor with right 
hand; then rock to left and touch floor with left hand. 
Continue for 50 counts. 

2. Sit on floor with hands in back touching 
floor. Cross right leg over to the left side, drawing it as 
far over as you can. Cross left leg over to the right side. 
Alternate 20 to 40 times. 

3. Sit on floor with legs bent, soles of feet 
touching. Hold chest high, keep abdomen pulled in tight. 
Grasp ankles and rock on hips. When weight is on right 
side, press left knee downward. Then reverse. Repeat 
for 50 counts. 

4. Sit on floor on right hip, legs on the right 
side, knees bent. Place hands behind you, close to body 
with only finger tips touching floor if possible. Swing 
your legs out in front of you about two feet off the floor. 
Then roll legs and hip to the left side, knees bent. Repeat 
swinging legs and hips from the right side, to front, then 
to left side, then to front. Repeat 8 to 10 times, This is a 
good exercise for stomach muscles, too. 

When you start a program of figure revamping, take 
it easy. Don’t rush through an exercise; do it slowly, 
feeling the pull on the muscles affected. And remember: 
to be effective, exercises must be done every day. No 
skipping because you're tired or lazy. 

With a little care, a little effort, a secretary’s fingers 
and figure can be pretty as a picture all day, every 
day. 
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DO YOU WANT A 
DREAM FIGURE? 


Satin lastex front and back panels combine with nylon 
power-net sides to mold your figure into fashion’s ver- 
sion of the perfect womanly form. 
The DREAM FIGURE ALL-IN-ONE 









eliminates pinching 
or rolling. Has 
long front zipper 
for ease in slip- 
ping in and out. 
Criss-cross walk 
a-way design 
gives freedom of 





movement when 
bending, sitting, 
Stretching or 
walking. The 
DREAM FIG 
URE has won 
derful **hold-in’’ 


power that's 
comfortable and 
effective to prop 


erly shape your 
torso. No Bones 
about it. Makes 
you look slim 
yet lets you feel 
free. 


@® Excitine 
fluid drape. 


@ Unbroken 
line from bust- 
line to thigh. 


@® High bos- 
omed bandeau. 


® Gives a flat 
tummy, a neat 
back view, yet 
permits round- 
ed hips. 


$5.95 


A cup 32-36 
Sizes € cup 32-42 pink, black or white 
cup a 


panty girdie style or 
D cup ees “e° cup SMzes $6.95 





WILCO FASHIONS, Dept. S-452-B 4 


35 So. Park Ave., Rockville rare N.Y. 
Please send ‘‘DREAM FIGURE want to try on 
aperer al for 10 days. If I am aan completely satis- 
/~ return for refund of purchase price 


\- 


§ enctose ou pay postage. 

( } Send C.0.D. t will “pay postal charges. 

( ) Regular —— { ) Panty Girdie 

oe ) Pink ( ) Black 

Siz , Waist Size 

( 5 Send me extra crotches at 49c each. | 
Name | 

| Address 

City Zone State | 


1..{ Save approx. 70¢ by sending check or Money order.) _| 








FREE ever 

WITH BACH oaes. 25 
WALLET 

PRINTS 









Beautiful 

enlargement 
49e—FREE with 
your order for fa 
mous Roy Wallet 
Prints—orderallyou 
need for swapping— 
perfect for job, 
school, passport, and 
all identification. 
Send picture or neg- 


portrait 
worth 


ACTUAL SIZE 


(2%" x 3Y2") ative with your or- 
SATISFACTION der. Satisfaction 
GUARANTEED = guaranteed. 


ROY PHOTO SERVICE, Dept. 44 
G.P.O. Box 644, New York 1, N.Y. 





Throw Away That Piggy Bank! 


Save *100° a Year 


AUTOMATICALLY 


NEW AUTOMATIC BANCLOK FORCES YOU TO SAVE 


Get Perpetual Date and 
Amount Banks. 25c a 
day keeps Date up to 
date. Also totals amount 
saved. Forces you to 
save daily or calendar 
won't change date. Use 
year after year. Save for 
car, home, vacations, 
gifts, payments, etc. Or- 
der several. Reg. $3.50 
Now only $1.99 each: 
3 for $5.75; 12 for $20. 
ppd. Mail cash, check 
or M.O. to LEECRAFT, 
Dept. TS, 300 Albany 
Ave., Brooklyn 13, N.Y. 











$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on... no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Philo. 7, Po. 


























SOMETHING NEW 
TO GIVE THE STUDENT 


AUTOMATIC 
MEMORIZER 


A practical means for 
systematizing the study 
of vocabularies, chemi- 
cal formulae,  steno- 
graphic short forms, 
spelling, and important 
facts and figures. 
Enables the student to keep a permanent 
record of memorizing work, for review 
before tests and examinations. 


Send $1.50 check or money order to 
AUTOMATIC MEMORIZER COMPANY 
Amityville, New York 


























You neednt be! Now you can 
remove unwanted hair forever 
— in the privacy of your home 
— with the famous Mahler Hair 
Removal Epilator! Acclaimed 
by thousands of women who 
have discovered how Mahler 
destroys the hair root perma- 
nently! By following our instruc- 
tions you, too, can learn to use 
Bthe Mahler safely and effi- 
ciently! Positive money-back 
guarantee! Act today! 


TROUBLED 
WITH 


UNWANTED 






DEPT. 858- 8 
PROVIDENCE 15, R. I. 
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*"New Radiant Beauty’! 






Send 5¢ for illustr 
booklet 














BOTTLETTES GENU 

24 IMPORTED FRENC 
PERFUMES 

MONEY BACK GUARANTEE 


You get two each of such heavenly 
genuine rfumes as Sortilege by 
Cigogne, ry oy | by Blanchard, Eve- 
ning in Paris by Bourjois, Silent Night 
by Countess Maritza, My Alibi by 
Renoir, Beau Catcher by Vigny, Tweed 
by Lentheric, Breathless by Charwert. 
Black Satin by Angelique, and other 
world renowned perfumers. 

Supply limited—this offer 
be duplicated at this low 
several sets NOW for GU 
PROMPT delivery. 


PERFUME IMPORTERS CO.., P.O. Box 264 
Dept. P-182-K, Farmingdale, N. Y. 















may never 
rice, Order 
RANTEED 
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CHARM BRACELET PosTrAalD 
(Fed, Tax. Incl. 

Twelve accurate miniatures of the secretary’s pro- 
fession, each beautifully Hamilton Gold-Plated 


and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
Swivels, typewriter, file cabinet, desk, telephone, 


time clock, stapler, adding machine, eraser, water 
cooler, Swiss cheese sandwich and coffee! $4.98 
In Sterling Silver $19.95; 14K Solid Gold, $129.00 


Bracelet with 7 Charms: 
Hamilton Gold-Plated, $3.49 
Sterling-Silver, $12.50; 14K Solid Gold, $79.95 
Money-back Guarantee. Send check or m.o. 
PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 82-S, New York 10, N. Y. 


Today’s Secretary 


Goes 





NAVAJO SQUAW BOOTS the most com- 
fortable These are 


molded on special lasts from a single 


things on two feet. 


piece of glove leather, handsewn to long- 
wearing lined with 
buttons are 


white leather sole 


Interesting 


thick air foam. 





engraved with Indian symbols. In cream 
white, turquoise, rust, and black; sizes 4- 


9; $5.95, postpaid; from Western Art- 
crafts, Dept. TS, 12 E. Pikes Peak 
Avenue, Colorado Springs, Colo. 


HUMPTY DUMPTY will hang on your wall 


—or, be more precise, on any coat 
hanger—and accept the children’s laun- 


dry with a smile. No more clothes-strewn 
floors: when Humpty himself gets dirty. 





he’s com- 
from 
Hamlin 


just add him to the 
pletely washable. 
George, Inc.. Dept. TS, 
St.. Van Nuys, Calif. 


laundry 
Just $3.98, ppd.: 
14407 


FINDERS KEEPERS liable to 
find anything in this unsorted mixture 
of over three hundred United States 
stamps. Commemoratives, 19th century 
issues, and even dollar denominations are 
included, plus the scarce Centennial 
Stamp, the first U.S. stamp issued in 
1847. All this for just 50 cents, ppd.: 
from H. E. Harris & Co., Dept. TS, 4438 


and you're 





Transit Building, Boston 17, Mass. 
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SERVE YOURSELF, and let everyone else 
do the same with these convenient coaster 
and napkin holders. Beautifully finished 
in sparkling, heavy brass plate or black 
wrought iron with contrasting black or 













Made on the finest silk-finish, double 
weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 


ACTUAL SIZE 
22 x 342 








Ideal For Giving to 
@ FRIENDS 
@ RELATIVES 























© CLASSMATES yay with order in a very few x 
Senent Siew Gee ays. Minimum order: 25 pictures 
4 @ COLLEGE & JOB from one pose. 
APPLICATIONS emanmueewaeewe ee we bee 
@ PASSPORTS & VISAS ' LARGA-PIC — BOX Z- 20 a 
Rae qamay Sier eane 8 BROOKLINE 46, MASS. : 
4 | 
Enclosed is $... for pictures : 
Name , : 
brass, nonmarking ball feet. Set, com- Address t 
plete with eight cork coasters, only $2.49 City Zone( State : 
in wrought iron, $2.89 in brass, postpaid: ee wae meme e em eee ee ee 


from A. G. Pepp, Dept. TS, 209 Fremont 
Avenue, Los Altos, Calif. 








‘ 
Hi TAKE OFF ' MAKE MONEY WRITING 
Hm =UGLY FAT ; 
LOVE AND KISSES, a charmingly pack- § for a Glorious Figure ; ee Short paragraphs! 
aged one-half pound of salt-water taffy : Ter ae — : 
wT +. T ” You don’t have to be a trained author to make 
. » Sweetheart akes . 
from Phe ’ weethe art Town, makes the © oe Take off fat where it ~~ Aad abe pesteme : money writing. Hundreds now making money 
pertect Valentine's Day gift. On each box : e |p SP saeeesa ~ No COD's please 1 every day on short paragraphs. I tell you what 
is a story—like the one about the de- | | ELECTRIC GLORIFIER MASSAGER © | {ist "ot caitors who buy: from  beximers. Lots of 
licious “Super Cinnamon Surprise Kiss B Gets at the strategic spots—tummy, hips, thighs, 4 rubber 1 small checks in a hurry bring cash that adds up 
- i Gane Guaeet aaae ee ‘muen - aaseane "es ' quickly. No tedious study. Write to sell, right 
: fashionable salons. i... off switch, AC. Fully U.L, approved. » away. Send for free facts. 
oney-back Guarantee 
B JAY NORRIS c0., 487-TD Broadway, New York, N.Y. & BENSON BARRETT, Dept. 115-0, 7464 North Clark 
saa seeeneaeaaeuseseeaeece St., Chicago 26, Illinois 











SECRETARIES 


WANT TO BE A CPS? CONFIDENTIAL LOANS 


Start Preparing now for the next CPS exams 








with our study guide, with 1957 changes $50 to $300 on your signature only. 
(3.08); practice tests (3.08); & new bibliog- : 

raphy (1.00). Used 6 years in famous Long Repay in small monthly payments. 
Beach, California, course and internationally Details free—write today 
Correspondence Course or intensive course also > M 

available. Business Research Associates Incorpo- CHAS. D. JOHNSTON, Manager 
rated, P.O. Box 7093, Long Beach 7, California. Brundidge, Ala. 


—and instructions to make a secret wish 














as you enjoy the candy. Orders mailed to 


arrive February 14. Each box, just 65 BOOK MAN USCRIPTS 
cents, ppd., or $3 for one box weekly for 





101 Office Short Cuts 


Valuable as a dictionary is 


» “ ‘ ' newly revised edition of test- 
five weeks. From Loveland Kiss Co., CONSIDERED ed tips compiled after 3 
Dept TS. Box 444. Loveland. Colo by cooperative publisher who offers authors early years of research. ‘‘Best 


publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 
. . . > . J 7 c Te 
AT LAST, you can circle your wrist with ie: ae 1 ee 


business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 
REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 

















something new in the charm-bracelet de- 
partment. The motif? Do it yourself—ex- 
pertly indicated by 12 accurate minia- 
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<:7 Lat we ase yet 
tures, everything from a turning electric $35 PAID 
f ly 59 I$ YOUR ENGLISH 
or only HOLDING YOU BACK? 
os . easererre - . ‘ . 
RE f s >» > fo x “eLincoln Pennies have helped thousands of men and women to overcome the 
. th > “4 . handicap of poor English and to become effective speakers, 
P f wy f by U.S. coin deal- writers, and conversationalists. With my new ©. 1. METHOD, 
aed ers. This Lincoln you can stop making mistakes, build up your vocabulary, 
: penny album ($1), speed up your reading, develop writing skill, learn the “secrets” 
when correctly com- of conversation. You don't have to go back to prong | Takes 
. only 15 minutes a day at home. Costs little. 32-page booklet 
as Prt yy a vn malied FREE upon nthe Send me a card or letter TODAY! 
. . — on Don Bolander, Career Institute 
table saw to the inevitable power drill. FOUND IN CIRCULATION! Sove other sets Dept. 1452, 25 East Jackson, Chicage 4, Ilinels 
Not available in stores, but you can get worth or eK + oy pe Please mail me your FREE 32-page booklet on English. 
sent wit st album. n ocay to: 
it for only $4. 98, ppd. (no ¢ ‘op s): from HOBBIES UNLIMITED, Box 97, Dept. T$-6 Name — —_ a 
Personalized Gifts Co., 160 Fifth Ave., Oakland Gardens Stat., Flushing, N. Y. wr a Ae 
New York 10, N. y e City —— ______ Zone... State 
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ON WINGS 
OF SHORTHAND 


FLORENCE ELAINE ULRICH 
Director. Gregg Awards Department 





by 


lation project effectively and in jig time? 
Do you fumble over the keys when the 


qp)) \ FEW MORE MONTHS re 
main in which to perfect a shorthand 


that extra copy has digits, rarely used punctuation, 
or unfamiliar words? Do not settle for 


writing style and acquire 
speed and transcription skill that will 
any work that is less than your best. Con- 


centrate on the problems that slow your 





give you confidence and assurance when 

you apply for your first position. It's time 

to get down to work, toss aside thoughts speed and output. The boss is going to 

that would distract you from your pur- like the looks of an efficient secretary, 
and he will pay the price to keep one! 


pose. and practice to perfect your style in 


ueweerer'r 


shorthand for speed in taking dictation 
and for proficiency in transcribing it. BECAUSE IT IS MORE FUN to practice when 
You can do much of your shorthand — you have a tangible goal to strive for, we 
practice at home. Enlist the aid of your are offering you a beautiful new series 
family and friends to dictate to you. In- — of certificates to fit into the attractive 
crease both speed and accuracy in read- Achievement Record Album for that 
extra effort. Turn to the Order of Artistic 
Typists Junior and Senior Tests on page 


ing back your notes or in transcribing 

them on the typewriter. Take out that 

old speller and the business-English text 13. and read the instructions for taking 

and those punctuation rules. Study them them. Now set up your time for them, 
and do not let anything interfere with 
If vou 


vour getting the project done. 


with a purpose. How well can you spell? 
more than once in 


must write the test 


How well do you apply the rules of gram- 
order to get the perfect copy neatly and 


mar and punctuation? You have a need 
attractively arranged on the paper, let 


for knowing now, because you will be on 
each rewriting reflect increase in typing 


your own in the business office where you 
will be expected to know how to spell 
correctly, how to use punctuation correct- _ skill! You will be proud to display the 
construct a Junior and Senior Membership Certifi- 
proper sentence. cates in the Order of Artistic Typists and 
How is your typing speed and accu- _ to wear the lovely O A T Pin. Pins may be 
earned at whatever speed you attain! 


l correct or 


iy, and how to 


racy? Can you set up a letter or a tabu- 
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To be useful, you must co-ordinate the 
skills of shorthand and typing in the de- 
velopment of transcription skill. “Give 
us graduates who can transcribe -faster 
than 22 words a minute.” lamented a 
group of executives after a survey re- 
vealed that that was the average speed 
of the graduates of the schools in their 
town. If you are typing at 50 or 60 words 
a minute, what prevents you from tran- 
scribing your notes at 40 to 50 words a 
minute? Do you know? If you don’t, find 
out. When you discover what is slowing 
whether it be lack of 


attention, insufficient application, uncer- 


dow n your speed 


tainty about the spelling or division of 
words—add the practice required to cor- 
rect the condition. 

You will have an edge on other grad- 
uates if you can show the employer a 
transcription certificate attesting to a 
transcription speed of 35 or 40 words a 
minute. You will add dollars to the 
weekly pay check, too. 

The transcription tests. shorthand tests, 
filing tests. and bookkeeping tests are 
published in Business Teacner. Ask 
your teacher to give these tests to you as 
soon as you are ready to take them. Earn 


all the awards that you can to put into 


your \chievement Record Album. They 
will testify to your school accomplish- 
ment and to your proficiency. Do it now. 

Let this story help you get started on 
your work: 

Mose was entered in a track meet. To 
the astonishment of the other students, 
he started off in the opposite direction 
of the team. “Hey. Mose,” 


“you re going the wrong w ay!” 


they cried, 


“I know which way I'm going.” re- 
torted Mose as he increased his speed. 
“and | aim to get there!” You, too, will 
do well to set your own course, decide 


upon your own goal, and aim to get there! 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 
write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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[Current Date] Words 


Mr. Philip Wheeler; Quality Printing Company; 
664 West Fourth Street; San Francisco, California. 
Dear Phil: Enclosed is the missing page from the 
manuscript I sent you the other day. I had my gal 
retype it and then forgot to insert it in the manu- 
script. I hope it didn’t hold up the typesetting too 
much. 

As I told you over the phone, Phil, we need these 
booklets by April 15. We are mentioning them in our 
ad in The Health Journal and want them to be ready 
by then. If this deadline is impossible, let me know— 
we can hold off this mention for another month. 

When the galleys are ready, please call. I’ll have 
one of our messengers pick them up. We'll try to 
have them dummied and back to you as soon as pos- 
sible, maybe the next day. 

Thanks for all your help on this job, Phil. Just 
think—we’ve got six more of these booklets to do! 
Cordially, George Morris. Enclosure 





9 
19 
29 
39 
49 


107 
116 


162 
173 
179 
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OAT 
JUNIOR 


To qualify for an award, this letter 
must be: (1) well placed, (2) neat, 

(3) indented uniformly throughout, 

(4) correctly spelled and punctuated, 
and (5) accurately typed—no strikeovers 
or typographic errors. Leave a blank 
line between paragraphs, even in 
single-spaced material. 


Practice the letter as often as you wish. 
Submit your best specimen for an award. 
You may use either plain paper or 
a letterhead, whichever you prefer. 


The word count will enable you 
to check your production time; however, 
this is not a speed test. 





TO GET YOUR AWARD 

Mail your work to the Gregg Awards 
Department (16th Floer, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
plications receeived without fees are 
held thirty days only. * Each Com- 
petent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” * February 
copy is good as membership tests for 
OAT, CT (page 44), and OGA Awards 
until March 20, 1958. 











OAT 
SENIOR 


Use a full sheet of plain, white paper 
for your original, and make one carbon 
of the manuscript page alongside. 

Type carefully, and be sure to make all 
the corrections indicated on the page. 


To qualify for the Senior Award, 

you must submit the Junior Test (the 
letter that appears above) as 

well as a corrected copy 

of the rough-draft page. 


Both tests may be retyped until 


you feel that the copies you are 
submitting represent your best work. 
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FEBRUARY 


COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





(This copy should be double spaced. ) 


Words Words 

Mary sat on the floor of the boat, her 8 three were ready. Amid much joshing 308 
feet braced against the rail and her 15 and laughter, several boats left at the 316 
fishing reel held tightly against her 23 same time. The engines made a throb- 323 
hip as she had seen experienced fisher- 30 bing roar as they headed toward the 330 
men do. The misty morning air brushed 38 deep water. After about forty minutes, 338 
her hair against her cheek. Here she 46 their captain stopped the engines and 346 
was on her first deep sea fishing 53 let the boat drift idly. 351 
expedition. 55 As though at a given signal, all pas- 358 
The four girls had left southern 62 sengers grabbed for the bait in an ef- 366 
California and driven down to a little 70 fort to be the first to get their lines in 374 
Mexican fishing village. It had once 77 the water. Mary waited, for she had 382 
been a quiet place, but the tourists had 85 not the slightest idea of how to operate 390 
brought many changes. Now there _ 92 a rod and reel; and she did seem to be 397 
were modern motels, eating places, 99 most fortunate in hitting rock bottom 405 
and businesses catering to the tourist 108 every time she cast. Several times she 413 
crowds. 109 thought she had a whale, only to dis- 420 
That night they had gone to bed 115 cover that the line had become tangled 428 
early and were awake before the bell- 122 with seaweed near the bottom. 434 
boy came knocking on their door to 129 The others kept assuring her that 441 
tell them that their fishing boat would | 137 she would easily know when she had 448 
be leaving at six. They donned their 145 hooked a fish. Occasionally she looked 456 
clothing, laughing at the romantic pic- 153 to see whether she still had bait, and 464 
tures they did not make in their heavy 160 once she discovered the bait had al- 471 
sweaters and big straw hats. After a_ 16s most been nibbled completely away. 477 
hasty breakfast at a little lunch coun- 176 Soon the sea gulls were following the 485 
ter, they headed out to the pier, with 183 boat, looking for handouts. The fish- 493 
box lunches tucked under their arms. 191 ing was not good that day, sotheir cap- 501 
There they rented fishing tackle. Mary 199 tain called for them to pull in their 50 
had visions of the big fish she would 206 lines, and away they chugged to a dif- 516 
bring home to show her ability as a_ 214 ferent fishing ground. Finally they did 523 
fisherman, and she mentally posed for 221 catch some fish. Mary brought in three 531 
the inevitable picture showing her 228 little ones herself. 535 
holding her big catch. 233 It was a thrill to actually reel in a 543 
The boat was sixty feet long and 240 fish, but she was disappointed in the 551 
was manned by a captain and two help- 247 size of those she managed to catch. 558 
ers, who assisted the squeamish girls 2 It rather deflated her ego and spoiled 566 
in baiting their hooks. Anchovies, 262 her mental picture of her ability. After 574 
which are bright, shining fish a little 270 eight hours on the water, they headed 581 
larger than sardines, were used as bait. 278 for land—hungry, sleepy, and delight- 589 
The anchovies were kept in acontainer 286 fully relaxed. Once ashore, they pooled _ 597 
in the center of the boat. Finally all 294 their fish and had them cleaned and _ 604 
sixteen passengers and the crew of 301 iced so they could carry them home. 612 

(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards cand‘dates by Lura Lynn Straub 
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é s the C.T. Test across the page, and it is provided so that you can test and compare your 
from shorthand. Compute your rate on this word-counted material in 


speeds of typing from print and 
when typing the C.T 
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GENERAL 
OFFICE 
PRACTICE 


By Archer, Brecker, and Frakes 


@ A new kind of office practice text—the book the 
businessman would write to train clerks, typists, 
and general office workers. 

@ Especially suitable for bookkeeping and general 

business “majors” who need to learn how to put 

business procedures into practice. 

Refresher material in written and oral communi- 

cation, business arithmetic, and vocabulary. 

Emphasis on office personality and human re- 

lations, 


Modern in concept, modern in procedures, 
modern in appearance! 


Supplementary materials include Workbook, 
Teacher's Manual and Key, Tests. 


) Write Your Nearest Gregg Office 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36: Chicago 30: 
330 West 42nd St. 4655 Chase Ave. 


San Franciseo 4; Dallas 2: 
68 Post St. 501 Elm St. 








VOICE AT END OF LINE 


(Continued from page 29) 
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Give his name to Mr. Outsider. Say it with confidence 
so that Mr. Outsider will know that he’s going to re- 
ceive prompt and capable attention. A successful re- 
ferral is a gift of time to your boss. Follow through by 
leaving a note on Mr. Van’s desk. giving Mr. Outsider’s 
name, his reason for calling, and the name of the assist- 
ant to whom the call was referred. 

Operator, will you please transfer this call 

to Extension 1121, 

When you receive a call obviously not meant for your 
oflice, don’t mumble, “Wrong number.” and hang up. 
If it’s an outside call, you are at that moment the repre- 
sentative of your company, adding to its reputation for 
courtesy or subtracting from it. Check your company’s 
phone book, flash the operator, and refer the call to 
the correct number. 

If the caller is someone in the company, you your- 
self will have better employee relations if you can be 
patient and polite about the interruption. And who 
knows—even you may dial a wrong number one of 
these days. 

This is Mr. Top Dog. 

You hear the voice of the boss’ superior asking for 
Mr. Van. He’s late for work. or it’s three o'clock and 
he’s not back from lunch. What do you do? Cover up? 

If possible, fence enough to avoid tattling on your 
boss. The best way to do so is to be completely factual. 
“I'm sorry, he’s not here,” may draw a “Have him call 
me when he comes in’”—and you're off the hook. 

You may not be that lucky. You may get a direct 
question such as, “Hasn't he come in yet!” or “Isn't he 
back from lunch?” Stick to the truth. It’s always safest. 
If you hedge, you'll get Mr. Van in deeper. He'll be able 
to explain later if necessary. (He may be on a business 
errand he forgot to tell you about!) Don’t sound tragic 
—just matter of fact. Needless to add, better inform 
your boss of this phone call as soon as possible. 

This is Mrs. Van. 

The boss’ wife has phoned during a conference that 
Mr. Van has said must under no circumstances be inter- 
rupted. What now? 

Let Mrs. Van make the decision. Tell her about the 
conference and Mr. Vam’s instructions to you. Then ask. 
“Should I put you through?” If it’s unimportant, she'll 
retire gracefully. But if the baby has just swallowed the 
car keys, she'll let you know—and you'd better interrupt 
Mr. Van! 

The Problem Boss 

Once in a while you may find a boss who prides him- 
self on extending his Open Door Policy to phone calls 
too. Yet when you begin putting every call through, 
you hear noises of annoyances from his office. This calls 
for a conference and a large helping of tact. Try telling 
him you want to avoid an interruption when he’s par- 
ticularly busy, and then ask him to work out a system 
that will be most helpful to him. 

And now good-bye and thank you! 
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APARTMENT FOR ONE 


(Continued from page 23) 





says modestly. The rally usually ends in a party, some- 
times at a plush country club, sometimes at a hamburger 
stand. 

On the agenda for “58—ski weekends. There are good 
slopes about a two-hour drive from Pittsburgh. Barbara 
wanted to go last year but never got around to it. This 
year she’s determined—provided the money is around. 

Money, of course, is an important item for the girl 
who lives alone. There’s no family to fall back on, no 
roommate to carry you through till that next paycheck. 
Barbara makes a good salary, keeps track of her money. 
but hates the word budget. “I know I have certain defi- 
nite expenses each month—rent, food, the car, and the 
phone. But after that, things vary. I do try to save some 
money each month, and I do like to have something ex- 
tra on hand for the unexpected.” 

Food, she has discovered. can be a problem, too. If 
you're cooking for one, big dinners take too much effort 

it’s easier to settle for a sandwich or a bowl of soup. 
Many “quick-and-easy” items can’t be eaten in one 
sitting. Cakes, cookies, even loaves of bread can become 
stale before you get a chance to finish them. And left- 
overs, particularly after two or three days of the same 
food. are monotonous. It takes managing to eat well. 

Barbara does thusly. On weekdays when she knows 
she'll be dining at home alone, she eats a hearty lunch. 
follows it with a light meal in the evening. Real cooking 
is saved for guests and weekends. Breakfasts then are 


+ 


leisurely bacon-and-eggs affairs; dinner—‘when I’m 
home’’—may turn out to be a roast with all the trim- 
mings. “Then I really eat leftovers for the rest of the 
week.” 

Without a roommate to help. cleaning can be a real 
chore. Barbara’s apartment looks spotless, but lived in. 
She gives it a hasty once-over every other weekend, does 
a major overhaul on the Saturdays she doesn’t go to the 
hospital. This means polishing, waxing. washing (she has 
the whitest curtains), defrosting the refrigerator. It may 
also mean a little furniture moving. “I love to change 
things around.” 

Admittedly there are disadvantages to living alone. 
Barbara Grimm has accepted them, minimized them. 
and capitalized on the many advantages. She has learned 


to “live”’—even though she’s alone. 





BARBARA’S MONTHLY “BUDGET” 
$50 U.S. Savings Bond every month and a half 
($12.50 deducted from each paycheck) 

$150 Christmas Club ($12 per month) 


Rent 


> 


58  =Entertainment $ 20 


4 


Food 50 ~—sdInsurance 8 
Clothing 50 =Car expenses 30 
Carfare andlunch 60 Miscellaneous (birth- 

Telephone 5 day gifts, ete.) 20 


Total $301 


Remainder (?) goes 
into savings account 
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handsome? smart? efficient? 
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Globe-Wernicke makes business a pleasure 
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My new Globe-Wernicke Streamliner metal desk, 
of course. Honestly, it gives me so many won- 
derful features! It has adjustable bases that 
match desk height to my height and a Verti- 
Swing desk drawer hanging file that's handy 
and easy to use. | can now raise or lower my 
typewriter from a sitting position, thanks to 
G/W’s Arc-Swing platform, which has a Sec- 
Tray right underneath to put stationery at my 
fingertips. My desk has a Visible Record Card 
Tray, too, built into the desk arm slide. 

No other desk has all these wonderful advan- 
tages . . . so why not let your boss in on the 
exclusive features of Streamliner Desks. Show 
him with a colorful illustrated brochure that 
Globe-Wernicke will send you free . . . no ob- 


ligations, of course. Drop a line to Dept. I-2, 


-~-WERNIC KE 


The Globe-Wernicke Co. e Cincinnati 12, Ohio 
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oP gi ee Papeete is your 
8 Ae ee, Oe shorthand 
fe Gackt its ww 
—% Z mooth 
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witty iy ee coda se as your 


sheath? 


Notes that are easy on 
the eye are easy on 
you, as well. No 
squinting. No puzzling. 
No trips to the boss for 
clarification. You'll 
get neat, smooth 
writing (35 miles 
of it!) with an 
EAGLE MIRADO 
pencil. The rea- 
son: a MIRADO 
point stays sharp — 
page after page. 
Makes your short- 
hand look good — 


and you, too! 
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Letters and copies make a clear, sharp 
impression when you specify . . 


FACTORY: 


LEETSDALE, PA. 


79 Madison Ave 
New York 16, N.Y 
401 Wood St. 
Pittsburgh 22, Pa 
564 W. Monroe St 
Chicago 6, III 





THE ROARING GIANT 


(Continued from page 16) 











Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe Slow- 
evaporating, hence eco- 
nomical Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 


69¢ at all stationers 
and typewriter dealers 
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NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against sviling. 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivat 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 


Jesse Jones Box Corporation, Dept. TS 





P. O. Box 5120 | 
Philadelphia 41, Pennsylvania | 
Please send me, postpoid,..............TODAY’S SECRETARY | 
Fa We MID sanccasitacesossescsnsctess Bill Me () | 
SUPUIIIL -<onsnbsoiebunsipatnensisosdbibevecdoniaasecsanduvsiietuetebendpevakeointiosssieses | 
SITE esi tthnilatelathinthdacttth athalisenhetientianindtindeieoneeiucad.thbcmnictombecsoes | 
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grins. “and Mr. Ostrander has a way of brightening up 
the tensest moments with a funny story. This gives me a 
chance to laugh and catch my breath.” 

knack for 


making friends stood Barbara in good stead in her first 


Her determination. sense of humor. and 


job. too. Fresh from high school. she got a job in an 


advertising agency. Days “in the files.” nights at’ busi 


ness school—then she started going places, Eventually 
she ended up as secretary to one of the account execu 
tives. She liked her boss. her job. buat 

“One day | stopped to take stock. First thought: Vd 
vone about as far as | could in the ageneyv. Second: Six 
vears in one place was long enough. Next day. | started 


looking.” 


Her searcu ENDED at Allegheny Ludlum. New job. new 
boss. totally new field. “I never thought Ud be working 
for a steel company. never thought Vd be interested in 
thought Vd get 
the field. Luckily. 


and. once here. 
to the different 


time changes evervthing.” 


labor relations. never 


used terms used in 

With typical energy. Barbara buckled down to her 
job. She was always at her desk. always working. Final 
ly. Mr. Ostrander grew slightly appalled at this strange 
new creature. He suggested that she take a coffee break 
“Now coffee 


breaks are pretty much routine. morning and afternoon. 


after all she hadn't been hired as a slave 


Barbara laughs. 

Also routine: arrival at the office at 8:45 nearly every 
morning. departure at 5. Barbara rarely stays late 
thanks to that well-planned dav but doesn’t mind if she 
has to get something out after hours. She usually sticks 
to an hour for lunch -sometimes less if she’s very busv. 
occasionally more “for something important. | have an 
understanding boss.” 

Her only complaint-—‘and it’s really not a complaint 
is that 


allowed to attend the contract 


more of a disappointment” women are never 
meetings between man 
agement and labor. These usually take place in New 
York or Pittsburgh. But unwritten law indicates that the 
men couldn't talk freely if there were women present 

the language does get rather rough and ready. Plant su 
take turns at note-taking. At 
the end of each session. tapes are sent back to the “poor 


pervisors. managers. etc.. 


females” in Pittsburgh who type and type and type . . . 

Barbara would love to attend the bargaining sessions. 
not only for the chance to get to New York but also be 
cause “it’s so interesting just typing up the minutes of 
the meeting that I can well imagine how fascinating the 
actual sessions must be.” 

But. alas. her part must be confined to the beforehand 
preparations for the meeting—-this alone involves days 
and weeks of research, typing, consultation—-and, of 
course, the typing. And there are a few exciting moments 
even on the sidelines. One of Barbara’s most vivid memo 
ries occurred daring one of her first weeks on the job. 
Negotiations were being conducted in New York and... 


“| received a long-distance call from Mr. Ostrandet 
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on Saturday night just as | was getting dressed to go 
out. He needed a lot of material from our files immedi- 
ately. | managed to call my date, rush downtown, make 
up two huge packages. Then came a frantic hunt through 
Pittsburgh for stamps—every source of supply was 
closed. No luck till my escort—brilliant boy—suggested 
the railroad station. We sent the packages off by express, 
and they were in New York the next morning.” 


SINCE THEN. Barbara has calmly handled a number of 
crises and has managed to smile through all of them. 
You can do almost anything, she has found out, because 
you have to, because it’s important. She’s intrigued by 
the industry, by the mills, and, most of all, by the prob- 
lems and interests of Allegheny’s steel workers. 

The human element—the men behind the roaring 
siant—is all important to Barbara and her boss. 

“Wait.” eyes twinkling, Mr. Ostrander sums up our 
story, “there isn’t any boss in this office. Barbara and I 
work together—we work as a team.” 


No greater accolade could any secretary receive. 





SIGHT AT FINGER TIPS 


(Continued from page 25) 

The variety of jobs that these girls can do should 
indicate to employers that here is a new source of 
trained help able to handle office tasks capably. 

Totally blind girls are usually placed with large com- 
panies that have transcribing pools. Trained students 
in Minnesota are placed by the State Services for the 
Blind, through State Employment Office openings and 
other opportunities that are found by the State vo- 
cational rehabilitation counselors. Some girls return to 
the company they worked for before loss of sight. 

One of the worries of a visually handicapped girl is 
how she will be treated in an office. The following 
points can help to make a handicapped person’s office 
days more pleasant and more successful: 

A. The blind employee is capable of keeping up her 
desk. finding her own supplies, and operating her 
machines if she is once shown where things are 
and told what is expected of her. Don’t be over- 
helpful. Start out by making her feel as inde- 
pendent as she obviously wants to be. 

B. When dictating a record, put in the complete ad- 
dress and spell out difficult names. 

C. Change her typewriter ribbon when it is worn 
out. This is one job that is virtually impossible for 
a totally blind girl. 

D. Once she is acquainted with her surroundings, let 
her get around the building by herself. 

E. Include your visually handicapped employee in 
the office social affairs. She likes fun, too. Blind 
people roller skate, swim, fish, dance, and bowl. 
They also enjoy movies, concerts, and plays. 

Admittedly. blindness is a handicap—but one that 
can be surmounted. Those who succeed in doing so 
learn to substitute sensitive fingers, exploring minds, 
understanding hearts for their lost eyesight. And per- 
haps they “see” more than we who use our eyes. 
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THE MIRACLE OF 
CLEANLINESS IN 


MIRACLEAN 


A CLEAN HECTO CARBON MASTER 
UNIT BY 


You are invited to try a free sample Standard 
Miraclean Carbon Master Unit. Here for the first 
time is a unit in purple or black with a clean edge 
on all four sides. You might call it a picture frame 
unit, framed all around by clean paper. There is 
no exposed carbon edge, no carbon dust to trans- 
fer stains when an operator handles the unit. 

Standard Miraclean Carbon Units offer all the 
advantages of the spirit process. They work on all 

uid duplicating machines. For 
new esprit de corps in your dupli- 
cating department, you'll want 
Standard Miraclean. Send the 
coupon for a free sample and see 
for yourself. 





| 

| STANDARD DUPLICATING MACHINES CORP., Everett 49, Mass. 
I (_] Please send free trial sample Miraclean Purple Unit. 
(_] We are especially interested in a sample of black 

1 

| Name 

| 

1 Street : 

! 

en . State 








Recipe 
for success: 
¢ Smart Appearance 


e Secretarial Skills 
e AW.Faber 


GRASERSTIK, 








We can’t teach you 





ma grace, grooming, short- 

Ss hand or typewriting— | 

oO but an A.W.FABER | . 
™ ERASERSTIK can help | 5 


you turn out beautiful 
letters that will win 
your Boss’s praise, ac- 
companied by promo- 
tions and pay increases. 


With this pencil- 
shaped, white-polished 
beauty you erase with- 
out a trace. Whoosh— 
mistakes disappear as 
you remove a single 
letter without blurring 
surrounding letters. 
Pick up a few at your 
Stationers today. 


V.S.A.7066 ; 





CARBON 


AND 








AW.Faser GRASERSTIK GICSERNICED 


| 

~~ 

~ 

Which point | 

do you prefer? | os 

| A 
MEDIUM or AVERAGE q 
THIN or BLUNT 5 
ERASERSTIK gives | % 

you your choice — 

' < 
: Point it with any aoa 
mechanical or hand = 
i sharpener. < 








ERASERSTIK 


With brush 20¢ Without brush 10¢ 
7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or 
typewriting. 

7066 and 7066B for those who 
prefer a soft, red typewriter eraser. 








AW. Faber-Castell Pencil Co. Newark 3, N. J. 


FACTS ON FEET 


WANTED: Secretary to competently 
handle details—in her personal life also, 
as good grooming is very important. Care 
of the feet is necessary after-hours so 
that an efficient and charming 9 to 5 
personality is maintained. 





iets 








Strange ad? Not really. These are 
requirements for most secretarial posi- 
tions, although they are never actual- 
ly stated in want ads, 

Care of the feet is all-important for 
the capable secretary who has an in- 
leresting after-five life and wants to 
feel fresh for a date right after work. 
And after-hours foot care is especially 
necessary after those grueling shop- 
ping expeditions on a one-hour lunch 
period, 

Some sound advice is given by Dr. 
William M. Scholl, a leading author- 
ity on care of the feet. 

First, says Dr. Scholl, make sure 
your shoes fit properly. They should 
give adequate support. fit snugly at 
the heel, provide ample room for your 


toes. And buy the right size-—neither 


sure 


too large nor too small. To be 





of the right size: every time you pur- 
chase new shoes, have the salesman 
measure your feet—with your weight 
on them. Feet become at least one- 
half size longer and two sizes wider 
when weight is placed on them. 

For all-day, everyday use, wear 
medium heels. They re better for your 
feet. feel far more comfortable, and 
what's more, they’re pretty. It’s easy 
enough to bring along a pair of 
dressy sandals for the evening——your 
feet will be in a dancing mood if you 
confine those high heels to “special” 
occasions, 


If. alas, you have acquired corns 


and callouses, it is necessary to pro- 
tect them from further friction and 
pressure. This can be done by using 
corn pads which are commercially 
available in almost every drug, shoe, 
and variety store. They consist of 
small, specially shaped cushioning 
pads that fit around the affected areas 
friction 


and shield them from shoe 


and pressure .. . the causes of these 
painful and annoying conditions. In 
time the corns will disappear. 

And don’t be one of those do-it- 
yourself surgeons who try to get rid 
of corns via the razor-blade method. 





You are only inviting infection and 
possible serious complications. 
Another important rule to follow in 
caring for the feet, says Dr. Scholl, is 
“keep them clean.” At least once a 
day. give them a thorough washing. 
paying particular attention to hard- 
to-get-at areas between the toes and 
the backs of heels. 
brisk rubdown with a rough turkish 


Follow with a 
towel. 

An after-bath application of foot 
balm helps keep the skin supple and 
healthy 
Foot powder is another nice follow- 


and stimulates circulation. 


up. It's also a good idea to sprinkle 


4 delightjul added 
touch—foot powder for 
happy feet. 





powder in shoes and hose before put- 
ting them on. 

Foot care pays off. Not only will 
you be more efficient in the office, but 
you'll also be a much more charming 
companion on those after-five dates. 
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OFFICE SHOPPING CENTER 





“MAGIC MESH” is designed to clean all 
erasers. After whisking the eraser surface 
over this durable, non-clogging mesh, the 
eraser will have a fresh, new biting surface 
with beveled edges. Erasures will be neater 
and copy will be left sparkling and smudge- 
free. In addition, Magic Mesh improves the 





service and increases the productive life of 
erasers. About the size of a matchbook, it’s 
packaged in an attractive cover folder that’s 
imprinted with instructions for its use. Only 
25 cents. From Magic Mesh Company, P. O. 
Box 801, Falls Station, Niagara Falls, New 
York. 


THE COILZIT “CORD SHORTENER™ keeps 
excess electrical cords adjusted to desired 
lengths and promotes office safety. Simply 
wind excess cord around the Cord Shortener, 
and patented diagonal slots hold the cord 
in place. Shortener is made of sturdy high- 
impact styrene, is 6 inches long, and holds 


cord up to of an inch in diameter. The 





office-style “J-6” is priced at five for $1. For 
further information, write to Coilzit Prod- 
ucts, Inc., Dept. TS, 25-57A Steinway Ave., 
Long Island City 3, N.Y. 


SOUND YouR A and record it, too, on the 
new “Midgetape” pocket tape recorder. An 
all-transistor unit, it requires only one small 
battery: but it can also be plugged into an 
electrical outlet by using a power-converter 
accessory. Play-back (through the micro- 
phone) and record at the flick of a switch. 
Reusable magnetic tape comes on a drop-in 
cartridge and will record for up to an hour 
and a half—three-quarters of an hour on 
each side. Size, a tiny 8 by 4 by 2 inches; 


3 pounds light. Your boss will want it for 
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recording dictation and instructions. You'll 
find it especially simple to transcribe his 
voice “notes.” For complete information, 
write to the Mohawk Business Machines 
Corp., 944 Halsey St., Brooklyn, N. Y. 


EVERY SECRETARY'S a magician with Car- 
ters new self-adhering Carbon Paper Rib- 
bon. The “Tag-along-Tip” presses right on 
to the old ribbon .. . helps new ribbon thread 
itself. So easy, you can do it blindfolded! 
The tip trick saves time, trouble, and 








smudged fingers. Ribbon also features built- 
in red “end” warning—tells you exactly 
when it must be changed. For further in- 
formation, write to Carter's Ink Co., 239 
First Street, Cambridge, Mass. 


THE “DUET’—an ideal combination of 
chalkboard and cork bulletin board—is use- 
ful in any office. Write out messages or post 
the longer memos—you can do either or 








both! Comes complete with aluminum fram- 
ing and chalk tray, ready for easy installa- 








onthe cleaner instead 
of your fingers 


AW.FABER 






TYPE CLEANER 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 


strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W. FABER-CASTELL 


PENCIL CO ‘ini NEWARE . Ny, J 











Getting Married? 


YOU'LL NEED THESE 
AUTHORITATIVE BOOKS 


YOUR WEDDING 


How to Plan and Enjoy It 
By MARJORIE WOODS. $2.75 


OFF TO THE 
RIGHT START 


How to Choose Your 
Household Treasures 


By MARJORIE WOODS and 
JUSTINE FEELY. $2.95 


MARRIAGE MANNERS 


Etiquette and Guide Book 
for Newlyweds 








By MARJORIE WOODS and 
HELEN FLYNN. $2.95 


At leading bookstores, or 











peeeaee MAIL THIS COUPONe=eecaas 


THE BOBBS-MERRILL COMPANY, INC 

724 N. Meridian Street 

Indianapolis 7, Indiana 

Sirs: Please send me postpaid the book(s) checked 
YOUR WEDDING () OFF TO THE RIGHT START 
MARRIAGE MANNERS 

My check (money order) is enclosed 

Name 


Address 


City 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f——-MAIL COUPON TODAY-~—~“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





} Name 


| Address 








Zone—__ State 


oY —— — 700 — Stote____— 5 
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tion to the wall. Chalkboards are available 
in blue, mauve brown, spruce green, sage 
green, and coral; bulletin cork in tan or gray 
to complement any of these colors. Price, 
$12.95. From Son-Nel Products Company, 
900-19th Ave., Oakland 6, Calif. 


WELCOME NEWS to all duplicator users—a 
clean process for typing masters without soil- 
ing your hands! It’s called the Standard 
“Miraclean” Unit and has a clean edge on 
all four sides. Your fingers never have to 
touch the surface. Added to this 
feature, the face of the Miraclean Unit is 


carbon 





spe ially protec ted, making it free of surface 
soil. Available in purple and black for use 
on any fluid or spirit-type duplicator—gives 
with regular duplicating 
fluid. From Standard Duplicating Machines 
Corp., Everett 49. Mass. 


excellent results 


ALWAYS KNOW THE EXACT ROOM TEM- 
PERATURE at home owin the office with this 
desk Made from 
maple brass-plated dial 
and is finished in a choice of light walnut 


modern thermometer. 


beautiful has a 


or black walnut. This California-made 
Model 501 by Rothschild is priced at $5.00, 
postpaid. Order from Jean Marie's, Dept. 
TS, 1305 West 46 Street, Los Angeles 37, 
Calif, 


A PATENTED COMPOSITION called “Won- 
der” brings discarded typewriter ribbons 
back to life and triples the life of all inked 
ribbons. It consists of a plastic self-appli- 
cator and chemicals. The ribbon is renewed 
right on the machine; the composition may 
be used on black or colored ribbons. The 
composition itself is clear, colorless, odor- 
less, nonflammable, and won't harm ribbons 
or machines. Each unit is sufficient for re- 
newing from 20 to 40 ribbons. Price, $2.98, 
postpaid. Money-back guarantee. Obtainable 
from the manufacturer: J. L. Levine, Dept. 
TS. Box 15, Boulevard Station, New York 
9, N.Y. 








e 
secret for : 


SECRETARIES: 







Use an electric 
typewriter? 
Then be 


you use the rib- 


sure 


bon that keeps your hands 
clean as you put it on your 
machine. The ribbon that 


. 


has the fuchsia plastic “leader” on it. 
Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you execu-tively 
beautiful, non-smudge originals. Preci- 


sion-cut ribbon edges eliminate tearing. 


RIBBON ABSOLUTELY FREE! Write us for it 
on your firm’s letterhead. Show yourself (and 
the 


your beaming boss) 


very finest-looking typing! 





750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 











This is Your NEW 
Achievement Record Album 
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A beautiful gold-tooled Fabricoid album 
smarter than leather and more durable—is now 
available in rose-pink or maroon. This new album 
is 54” x 4” and contains five spiral-bound plastic 
pockets to hold ten attractive certificates that may 
be earned on the Gregg tests. Every untilled pocket 
will be a challenge to you to qualify for the award 
in shorthand, typing, filing, and bookkeeping 


You will count this beautiful Achievement 
Record Album, filled with accomplishment certifi 
cates, among your most valucd possessions for 
years to come! All orders will be tilled promptly. 


60¢ each, $6 per dozen, postpaid 





-—— — — Order Blank — — — — — — — 
TODAY'S SECRETARY 





| 330 W. 42 St., New York 36, N. Y. 

| Please send me new gold-tooled Fabricoid 
| Achievement Record Albums, for which I enclose 
| $ 

| Rose- pink Maroon 

| Name 

| Address 

| City Zone State 

| I am a student secretary teacher 


r 
| 


SECRETARY 


TODAY'S 


’ 





HOW TO HANDLE 
PHOTO ASSIGNMENT 


(Continued from page 9) 





audience—and potential customer—be- 
fore you even start. 


ORDERING IN QUANTITY: 
large quantities 


If you need 
of prints to send out 
with your releases, it might be a good 
idea to look into the matter of commer- 
cial prints. There are photo shops that 
specialize in producing quantities of 
clear glossies suitable for newspaper use 
Their secret lies in 
mechanical printing rather than the in- 
dividual hand printing the free-lance 
photographer does. 


at special low rates. 


This sharply reduces 
costs. Though it does not produce the 
superior results of the hand print, the 
results are adequate for many purposes. 
CapTioninG: Every photo must have a 
caption, but be sure yours are brief and 
to the point. Don’t omit any details of 
name, place, or subject matter. Be sure 
to include your company name and ad- 
Attach 
the caption to the photo with tape so 


dress. Mimeo or type clearly. 


it won't become separated in the print- 
ing process. And always mail with a 
stiff cardboard backing! 


HANDLING PRINTS AND NEGATIVES: Hav- 
ing spent time and money to obtain these 
photos, it behooves you to take good 
care of the file copies. The photogra- 
pher should supply you with a set of 
master contacts (small glossies printed 
on sheets or sometimes cut apart indi- 


vidually). 


tification number, corresponding to that 


Each one must bear an iden- 


in the photographer's own file system. If 
you get the negatives too, put each one 
in a small manila envelope to keep it 
Mark the en- 


velope with the key number, the date, 


from getting scratched. 


and an identifying name. 

Often the photographer will prefer to 
keep the negatives in his own files, and 
you can order reprints by referring to 
your master number. But the negatives 
are your property, and he will gladly 
turn them over to you if you need them 
lor quantity reprints or if your boss pre- 
ters to have them in the office. 

lf you remember that every photo tells 
a different story and that all of them 
must be “plotted” 


sired results—and if you and your boss 


carefully for the de- 
take the time to outline what you are 
irying to achieve through photography 

you will find any photo assignment ex- 
tremely 


interesting and _ satisfying to 


handle. 


February, 1958 








EMPLOYMENT AGENCY DIRECTORY 





Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be ay 

expert guide. Check the agencies listed here first. 


reputable employment 














CHICAGO HOUSTON 
¢€ BIRCH (—— Faiting 501 Melrose Bidg. fp Girls Only 
Market On An 

Qualified Secretaries te the ess el 
* ‘ - EMPLOYMENT COUNSELORS 
High-Paying Chicago CA 4-6331 Houston, Texas 

SECRETARIAL Employer Pay Fee Basis SINCE 1924 

PLACEMENT | 59 E. Madison * Suite 1418 nag — Bh RR ee — 











\_ SPECIALISTS & CEntral 6-5670 P, 


YOU are our special interest. 





CLEVELAND 


leveland it’s. 


TINT aw GIRLS 


1290 EUCLID SU 


1-4506 





DENVER 








OPPORTUNITIES ARE GREATER IN A 
COMMUNITY WHERE THERE IS GROWTH 
AND EXPANSION SUCH AS HOUSTON 


QUINBY EMPLOYMENT SERVICE 


‘Houston's Oldest—Under One Owner’’ Specializ- 
ing in Secretarial Positions through the years 


406 Bankers Mortgage Bidg., Houston 2, Texas 





NEW ENGLAND 








We Find THE JOB to Fit THE GIRL 
Beginners to Office Managers 


Friendly—Confidential—Effective 


GRAHAM 


776 Broadway AM 6-1631 


THE WILSON AGENCY 


One of New England’s finest! Fully co-ordinated. 
Excellent staff with superior facilities to get 
the job done promptly. Your résumé will re- 
ceive immediate and continuing attention until 
you are happy once again. 

GENERAL OFFICES: £4, Church Street. ut 
BRANCHES: Middietown, New Gritain, Springfield 








SECURITY EMPLOYMENT SERVICE 


Two offices to serve you—The Secretary’s Job Center 
in Denver. Experienced interviewers, who have been 
secretaries, to assist you. Your problems thoroughly 
understood. Very low rates. Confidential interviews. 
Mrs. Smith is a member of N.S.A. also. Write for 
information & contact data 


Mrs. Marie Smith (Owner) 
1312 Broadway 303 Kittredge Bidg. 
Am-6-1968 16th & Glenarm Ac-2-0645 


NEW ORLEANS 








EL PASO 


Planning Relocation? Contact 


A-1] EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Louisiana 
14 Years Same Management Jackson 2-4241 





SAN FRANCISCO 





SHARE YOUR PROBLEMS 
with 
El Paso’s Oldest Private Agency 
EL PASO 


EMPLOYMENT SERVICE 
Write: (Miss) Willie Yarbough 
21 years experience in personnel 
Stanton at Texas St. KE 2-1477 














“A Step in the Right Direction...” 
when you visit 
WESTERN EMPLOYERS SERVICE 
for the best in office positions 
San Francisco’s Largest 
NO FEE AGENCY 
995 Market St. DOuglas 2-5486 














(Key to teasers on page 20) 
ADD THAT SUFFIX 
l. serenity; 2. refusal; 3. 
c 


careful; 


4. wisdom: 5. occurrence; 6. forcible; 7. 


compelling; 8. 
10. arrangement. 
“SHORT TEASER,” SHORT MONTH 

1. shorthand; 2. shortsighted; 3. short- 
tempered; 4. shortcoming; 5. short cut; 
6. in short; 7. to make short work of; 
8. shortage; 9. shortening; 10. short ton. 
INSURANCE TERMS 

Ldé& Be: 3. bs 4b: & 8s 6 ae ft. 
S. 2; 9. as WO. « 
SECRETARIAL TRAITS 

1. initiative; 2. dependability; 3. courtesy 
(not curtsy, a bow); 4. tactfulness; 5. com- 
mon sense; 6. co-operation (also written 


differing; 9. likeness; 


cooperation and codperation); 7. adapta- 
bility. 


THE DIFFERENCE BETWEEN 

1. As...as is used in affirmative state- 
ments, as “Her diamond is as large as 
Sarah’s.” So. 
ments, as 


.. as is used in negative state- 
“This book is not so interesting 
as the one I read last week.” 

2. Equable means even, as “an equable 
climate.” Equitable means just. 
3. Spacious means roomy, 


much space, as 


occupying 
“spacious grounds.” Spe- 
cious means plausible, apparent, but not 
actually fair or just. 

4. A borough is a division of a city; thus, 
the Bronx is a borough of the city of New 
York. The noun burrow means a small hole 
for shelter, usually of a small animal; the 
verb burrow means to dig under. 

5. Ingenious means clever, resourceful, 
as “an ingenious plot.” Ingenuous means 
candid, frank, as “an ingenuous remark.” 
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File and F orget 


































































































ELE CT. RE c.. .the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That 
is why Panama-Beaver, leaders and pioneers in the development of 
highest quality carbon papers and inked ribbons for over half a 
century, have gone through years of research, taking advantage of their 
vast knowledge and selected skills to bring you “SELECTRIC.” This 
carbon paper has the cleanest finish ever, is easy to handle and gives you 
longer wear and service. “SELECTRIC” lets you erase without a trace! 
Panama-Beaver s only business has been, is, and always will be to develop and MANIFOLD SUPPLIES CO. 
produce superior carbon papers and inked ribbons for all business machines. 
eae: 7s Brooklyn, New York 
Do yourself a favor—try “SELECTRIC.” 
Call your Panama-Beaver man, always a live wire! 











Mr. Esterbrook’s Pen does it again! 


Poor Till was in a terrible tizz— 

Her dictation gave no pride, 

Her pen would gouge, her pencil blur, 
Her ball point slip and slide! 


( Because they weren’t made specially for writing Gregg.) 







And when she tried transcribing, 
Just imagine her frustration, 
Those crazy thicks and thins and slurs 


Defied interpretation. 
(Pity the poor girl!) 





Then Sympathetic Susie, 
Who had learned her lesson, took 
Poor Tillie to the lobby store 
And showed her Esterbrook. 


Now Tillie’s tops at tidyness, 

And with Esterbrook in tow, 

She writes the neatest, clearest Gregg 
At Satersill and Co. 


(Hold tight, we’re racing to a happy ending.*) 





* P. S. And when a certain special guy makes certain declarations, 
a Our Till will just replace the point—and write her invitations. 








(And she has 32 points to choose from — 
they screw in in seconds. Cost only 60¢.) 


Serres os cata enema ¥ i ‘ee 


—the only Gregg- 


approved pen with replaceable points. Just $2.95 






